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ABSTRACT 

This curriculum guide for the Bilingual Microcomputer 
Business Skills Course reflects modern office practices and 
technology. This volume, third of three, contains five 
c^^mpetency-based joint lessons, the focus of which is on mastering 
specific tasks needed to accomplish the job of the occupational 
cluster of clerical worker while also learning job-related English as 
a second language (ESL). The language level of the lessons is 
designed for a trainee with high-intermediate to advanced levels of 
English language proficiency. Each joint lesson include these 
components: a cover sheet (identifying related communicative task, 
vocational task, performance objective, steps and technical 
knowledge, technical terms, language functions, language structures, 
tools and materials, background knowledge, safety, attitudes, 
learning activities and resources (vocational and job-related ESL); 
technical terms sheets; information sheets; operation sheets; job 
sheets; activity sheets; and performance evaluation sheets. The five 
joint lessons/tasks are: record supplies; order office supplies by 
phone; order office supplies using purchase order form; file in 
alphabetical order; and file by subject. (YLB) 
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RECORD SUPPLIES 
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"•^LATED COMMUNICATIVE TASK: 



Identify objects and record intormdtion 



VOCATIONAL TASK: tfl5 Record supplies. 



PERFORMANCE 
OBJECTIVE 



Given an inventory sheet and a supply cabinet I iUed with various office supplies, organize items by catego 
'^"d record quantity of items in alplMbetical order, on Inventory <;F^eet wlrh lOQZ accuracy. 



STEPS AND TECHNICAL 
KNOWLEDGE 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

IC. 

11. 

12. 

13. 

14. 

15. 



SEE ATTACHMENT 



TOOLS AND MATERIALS 

Supply cabinet inventory Sheet 

Scratch paper 

Pen/pencil 



BACKGROUND KNOWLEDGE 
Basic match processes 
Indexing 



TECHNICAL TERMS 



Beginning inventory 
Ending inventory 
Good flow 
Inventory 
Invoice 

Perpetual inventory 
Periodic inventory 
Physical inventory 
Requisition slip 
Storeroom 



ry, on shelves. 



LANGUAGE 
FUNCTIONS 



COMMUNICATIVE SKILLS 



Active: 
Passive: 



writing 
reading 



FUNCTIONS 

Identification 
Categorize 



STRUCTURES 



Nouns: ma 
nouns and 
verbs 



cs/count 
corresponding 



LEARNING ACTIVITIES AND RESOURCES 



SAFETY 

Arrange materials & equipment in such 
a manner as to prevent spillage or 
breakage when cabine doors are opened. 



ATTITUDES 

Maintain accurate recording of ofiice 
supplies to facilitate the reordering 
process. 



VOCATIONAl. J.R.ESL 

1. LEARNING SfRATECIES 

a. Facilitator identifies equipment and 
materials . 

b. Facilitator discusj>es technical terms and 
procedures for recording supplies. 

c. Practice acOvitLGs # 1,2,3 

d. totfe-cn prcctuae( iniividal) ubing thu OGrtxir's 
d . busiress offioe. F&ticipBnts roouid s^jpiiti in supply cahii"et. 

2. EVALUATION 

Perfont«xK:e Test 



3. RESOURCES 

a. Information, Job Activity and Operation sheets. 

b. Facilitator 

c. Clerical Office Pix ^c edures a. 

d. HACER INC. office supply cabinet b. 



1. LEARNING STRATEGIES 

a. Lecture on categorizing items. 
How to find similarities in 
office supplies in order to 
categorize them. Activity Sheet#l 

b. Practice identifying Office 
supplies by name . Act ivity Sheet#2 

c . Demonstration of language 
functions and structures: Mass/ 
Count nouns. Activity Sheet # 3. 

2. EVALUATION 
Performance Test 

3. RESOURCES 



Activity Sheets 
Ffici li tator 
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TASK #15 

I. INFORMATION SHEET 
INTRODUCTION 

An inventory is a supply of items kept on hand by a business 
so that it can operate efficiently. If the supply of a necessary 
product is depleted, a serious delay can result. Inventories may 
contain large quantities of a few items or small quantities of 
great many items. The nature of the organization determines 
ich type of inventory is necessary for proper operation. 

The quantity of a particular item in an inventory is referred 
to as a stock. 

Systems for keeping inventories: 

Companies have developed systems for keeping records of their 
inventories so that they know exactly how much of each item is on 
hand. The also know how many items are needed at particular times 
during the year. Computers have aided businesses tremendously in 
kefiDina accurate inventories. 




The profits that companies earn depend, to some extent, on how 
carefully they purchase the materials and products needed to carry 
on their business. If they have too much stock, they are spending 
money needlessly. Therefore, knowing the best size for inventories 
is important to a firm, 

RESOURCE : Pasewark & Oliverio "Inventory Control", 

Clerical Office Procedures , 6th Ed,, South-Western 
Publishing Co,, Cincinatti, Ohio 1978 pg, 521 
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INFORMATION SHEET 
p. 2 

II. TYPES OF INVENTORY 

1. PERIODIC INVENTORY SYSTEM 

Periodic Inventories are done at intervals. (Example; every 
2 weeks r every month, every 2 months, etc.) 

2. PERPETUAL INVENTORY SYSTEM 

Perpetual Inventory is ongoing, every time an item or stock 
leaves the supply cabinet or stock room, a record is made. 

III. KINDS OF BUSINESSES THAT USE INVENTORIES 

1. DISTRIBUTION OR RETAIL: Ex: Department stores, drugstores, 
bookstores , supermarkets , etc. 

Inventory is kept to make sure there is a constant supply for 
the customers . 

2. MANUFACTURING: Ex: Furniture, automobile, etc. Have four 
ongoing inventories; 

1. Raw materials - Inventory of materials needed to produce a 
product . 

2. Components - Inventory of materials obtained from another 
company . 

3. Goods in process - keep a count of how many goods are in 
each stage of production . 

4. Finished Goods - The finished product. 

3. SERVICE BUSINESS: Schools, Insurance Company, hotels, lawyers, 
doctors , etc . 

1. Supplies & equipment inventory - inventory of the equipment 
needed to run the business. (Capital equipment - computers, 
typewriters) 

2. Supplies and equipment needed to provide the service to the 
customers (pens, chairs., stationary) . 

IV. ARRANGEMENT OF SUPPLIES 

Stockroom or supply cabinets must be carefully organized. Supplies 
must be arranged neatly on the shelves with the labels to the front 
Old stock must be placed in the front so that it :.s used first. 
This means that you should place new stock in the back of the shelf 
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INFORMATION SHEET 
p. 3 

V. PURPOSE Of INVENTORIES 

To determine the quantity of goods on hand. 
HOW INVENTORIES ARE USED: 

1. To determine the immediate j.ed for more goods or supplies. 

2. To determine the cost of office supplies. 

3. To determine the cost of goods sold. 

4. To account for losses due to spoilage, theft, fire, etc. 

5* To determine the value of the goods and materials a business has. 

VI. ADVANTAGES OF COMPUTERIZED INVENTORY 

Computer systems are often advantegeous for inventory accounting 
because some accounting techniques (last in, first out, or LIFO, 
for example) love sizeable tax advantages but are complex. Without 
the computer; many companies cannot cope with the computational 
requirements of the more sophisticated techniques. 

Inventory control systems maintain the right quantity of parts or 
supplies in inventory. Inventory personnel must maintain a delicate 
balance. They do not want to run out of parts or supplies, but 
on the other hand, they do not want to have too many parts. 

Excess parts must be paid for and the cost of carrying inventory 
can be very high* Consequently, computer systems are used to keep 
track of the quantity of parts in inventory, the rate at which they 
are used, and the time it takes to receive a delivery once an order 
is made. 

One of the goals of inventory-control is to keep the amount of 
money invested in inventory as low as possible. This goal is 
critical to the success of many companies because of the high 
cost of carrying inventory . 

Another goal of an inventory-control system is to improve customer 
service by avoiding stockouts or avoiding running out of supplies. 

The input documents of the inventory-control application are records 
of items used, sold, returned, destroyed, and lost. These records 
include requisition slips, invoices, shipping orders, return notices, 
recoiving reports , and adjustment slips . 

The output documents are the physical inventory report, maintain 
inventory f ile , reorder report , etc . These reports should answer 
questions such as : What items or supplies shou.ld be reordered? 
What amounts should be reordered? What items have had unusual 
increase or decrease in demand or usage? 
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HACER INC./ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #15 

INFORMATION SHEET: MISCELLANEOUS OFFICE TOOLS AND SUPPLIES 



» leeLs are the instruments which are used to per-form 
various tasks in an o-f-fice. 

* SuBBlies are the materials which you "use up" and 
must replace. When supplies are depleted, people say 
that they have "run out of" that particular supply. 

* IQQkS: 



Staeler , Stable remover 
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TASK # 15 

INFORMATION SHEET: MISCELLANEOUS OFFICE TOOLS AND SUPPLIES 
Page 2 

DESK ACCESSORIES 



♦ Some desi: accessories which are commonly used on top 
of a desk are the -following; 

* A blotter, blotter gad, or desl gad is used to 
protect the surface of the desk and create a good 
surf ace for wr x t i ng on • 





* A desk organizer can hold pencils, pens, and other 
miscellaneous objects. There are many different 
styles. 




t Pen or pencil holders are more specific kinds o-f 
desk organi zers. 




♦ kilter tra^s, or LQ-and-gut boxes are made to hold 
in-coming and out-going mail. They usually stack on 
top of one another. 




t An ashtray is for cigarette ashes. 




^ E^eerweight is a heavy, decorative object used to 
secure papers on a desk and keep them from blowing 
away. Many paperweights are made of glass. 





Developed by Hacer Inc. 1979 
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TASK # 15 



INFORMATION SHEET; 
Page 3 



MISCELLANEOUS OFFICE TOOLS AND SUPPLIES 



* A swindle is a post or spike which is used -for 
holdxng papers which do not nave to be preserved, 




Many people used a des£ calendar o-f this style on 
their desk instead o-f or xn addition to a wal_l_ 
calendar. Stationery stores sell refi_Hs for this 
\ ind of calendar. 




4 Other people use other kinds of aQBOi^ntment books, 

e1^DD§II5> "lI§Q)iOders" to record and schedule their 

appoi ntment Sy meetings, deadlines, and so on. 





Lr§t.t§II holders, or fnessage racks sit on a desl and 
keep messages, letters, and notes separate and 
oraani zed. 






* Very often des^ accessories come in sets that (Datch. 
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TASK # 15 

INFORMATION SHEET: MISCELLANEOUS OFFICE TOOLS AND SUPPLIES 
Page 4 PAPER 

1 • Loose paper 

4 Paper is made of wood pulp or cotton or a mixture 
o-f both. The amount oi cotton in the paper is 
described as a percentage, and is called the "rag 
content". The higher the rag content, the better 
and more durable the paper. lOOX rag is the best, 
but offices don't usually use this high a quality 
paper . 25X rag i s common 1 y used for i mportant 
letters and documents. 

t Gne piece of paper is called a sheet. 

t The most common kinds of loose, blank (unprinted or 
plain) papers used in an office are the following: 

I^E§H!litS!I o"" ^y&iO£l psiper: The best quality 
of typewriter paper is called bond paper. It 
usually has a watermark in it. This is a name 
or a symbol which shows up in the paper when 
you hold it up to the light. Reading the 
watermark can show you which is the right side 
of the paper to use. Ec^s^abl_e bond typing 
paper is typewriter paper which has been 
specially treated so that it can be erased with 
a simple pencil eraser. It is not recommended 
for permanence or work that will be handled 
often. 

2. 5^ELL£StQC/tJi!DeQaC^Bb/i^eroar aQtlLG paper : Thi s 
usually a cheaper, more lightweight (thinner) 
paper which is used in copy machines of various 
ki nds. 

3. Second sheet paper: This ^s tne paper used for 
making carbon copies. It is extremely thin and 
lightweight, and it is commonly called 
QQLQQgkLQ because of its weight and 
transparency. 

^- Q§lC^QQ paper: This is the black or blue coated 
sheet which produces the carbon copy. 



t The most commonl y used si zes of paper used i n an 

office are ietter^Sise or standard-size paper which 
measures Q 1/2 inches by 1 I inches, and legal-size 
paper which measures 8 1/2 inches by 14 inches. 
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TASK # 15 

INFORMATION SHEET: MISCELLAKteOUS OFFICE TOOLS AND SUPPLIES 
Page 5 

t Large quantities of loose paper are sold in reams. 
One reajB = 500 sheets of paf «r. 

♦ Paper is r" *o described in terms of wei_ght. Good 
typing pap^r is usually ••201b" paper. This means 
that one ream of this paper weighs twenty pounds. 
Onionskin or second sheet papers are usually 91b. 
papers. Other office papers generally fall within 
this range. (91b. -201b.) 




Papers are al5o described tu the wr^^^^ 
po^rkis one reayn (500 ^heet^) vA/ei^hs- 

2. Stationery 

* Stationery means the paper and envelopes used for 
writing both formal and informal letters. 




* Letterhead stationery, sometimes just called 

"letterhead", is the name for stationery which has 
been printed with a company^ s letterhead. The 
letterhead is printed across the top of the page 
and contains the company's name, address, phone 
number, and usually a logo or symbol which the 
company uses as a kind of a trademark. 




3. Pads of paper 

Besiries loose paper, offices use B^^§ O'f paper. 
These may be bound at one side with an adhesive 
strip, or they may be "spiral-' ^und" with wire. 
They also may be filain (blank/, lined (sometimes 
ca7 Ifid ryled), or printed with special forms. 
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TASK #15 

INFORMATION SHEET: MISCELLANEOUS OFFICE TOOLS AND SUPPLIES 
Page 6 

Scratch gads are pads o-f un lined or lined paper 
used -for any kind o-f figuring or in-formal writing. 
People o-ften doodle on scratch paper. 




* Yellow lined or ruled pads are o-ften used -for 

writing rough drafts. They come in all sizes, but 
letter-size (8 1/2" x 11") and legal-size <8 1/2" 
X 14") are the most common. 



ERIC 




Sgiral-bo or wire-bound pads are also sometimes 
called no^cfoooks. They have a circular wire 
binding, and they come in all di-f-ferent sizes and 
shapes. Some styles have the binding along one 
side o-f the pad and some o-f the.-n have it across the 
top. 

Spiral -bound steno gads or stenggraeherls notebooi-s 
are smaller than letter-size paper. They are made 
with the binding across the top so that a secretary 
can stand the notebook up and transcribe easily 
•from notes. 





Offices use many other pads o-f paper which are ijre- 
EHiDigd. Each pre-printed sheet is called a form"" 
or siie. What kind o-f printing they have on them 
depends on the kind o-f business. Some common ones 
ares sales slips, application -forms, order -forms, 
credit -forms, shipping and delivery -forms, 
inventory -forms, payroll -forms, debit slips, etc; 
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TASK # 15 

INFORMATION SHEET: MISCELLANEOUS OFFICE TOOLS AND SUPPLIES 
Page 7 

* Almost every company uses pads o-f m^mQ <or BtlQQe 
lD§ssatje) -forms. There are many di-f-ferent styles. 
Some have a carbonless copy sheet behind the 
message sheet so that a record is automatically 
made o-f the message. 



4. Notebooks 



* "Pad" and "notebook" are o-f ten used interchangeably 
— especially with spiral-bound ones. 

* 5iDd§!I§ ^i"e also sometimes called "loose-leaf 
notebooks", because they bind up loose paper. 
Ibnee-ring binders are standard-sized notebooks 
wxth three metal rings to hold punched pages. 




Notebooks usually have dividers. These are made of 
heavy paper and often colored. They divide the 
material into secti_gns. They usually have a tab on 
the edge where a Label for the section can be 
written or slipped in. 



d*v\der icK^s 

hm\r\f)'ir\a or 
diffcrerTr5cciions 



QqLqC^^ iQLders are ciade of heavy paper and have 
pockets which can hold papers. 






''^ E9£i<§ts are also sold to fit inside loose-leaf 
binders. 
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TASK #15 

INFORMATION SHEET: MISCELLANEOUS OFFICE TOOLS AND SUPPLIES 
Page 8 

* BeBQCt covers are paper or plastic covers which 



cover and protect a tv/petl or printed report, 
are many, many di-fferent styles^ 



There 




itl§et ECgtectgrs are clear sheets o-f plastxc or 
acetate which fit over one or *:wo sheets o-f paper 
to protect them from "wear and tear". Sheets which 
are worn and frayed on the corners are often called 
"dog-eared" . 

Corner 
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* To make holes xn papers so that they will fit xn 
bxnders, you use a tool called a Q^Qer fiunch. 

* ^ !I§9iii§!I paper punch 
makes a single hole. 



t A dgubl_e Eunch makes two 
holes at the same time. 



* ^ inifiif fiynch makes 
three holes at once. 




* Qya}a}ed rei^nf grcements are used to keep the holes 
from wearing out or tearing. 




gummed 
reinforcement^ 

* Clipboards consist of a firm backing which can be 
used as a writing surface'and a large clip to hold 
the papers in place. 
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TASK #15 
TE)CHNICAL TERMS 

ATTACHMENT 



BEGINNING INVENTORY 



ENDING INVENTORY; 



GOODS FLOW: 



INVENTORY : 



INVOICE: 



PERPETUAL INVENTORY: 



PHYSICAL INVENTORY; 

REQUISITION SLIP: 

STOREROOM: 
SUPPLY : 

SUPPLY CABINET: 
ITEMS : 



A count taken to find out how much materials 
and supplies an office has • This is usual ly 
done at the beginning of the year. 

A count taken at the end of the year to 
find out how much materials and supplies 
are on hand. This is used to analyse the 
f low of suppl ies . 

The flow of goods refers to the supplies 
and materials which are sold or used up by 
a company. Inventories keep track of which 
goods are sold and which supplies are used 
the most, 

A supply of items kept on hand by a business 
so that it can operate efficiently. 

An invoice is a sales slip. A record which 
contains the del i very date , address , 
supplier, amount and cost of an item. 

A continous count kept of items at hand. 
Each time an item is brought in or taken 
out a it IS recorded in a special count 
sheet . 

A physical count taken of items, supplies 
and equipment in an off ice • 

A permit form used to request items from 
a stock room or to order supplies. 

A room set aside to keep supplies. 

An amount of items available for use or 
for sale in an office. 

A cabinet used to store (put away) office 
supplies . 

Articles, units. Item is used to describe 
a separate thing. For example, Pens, Paper 
are separate items. 
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QUAOTITY: 

STOCK NUMBER: 
FORMS : 

INVENTORY SHEET: 



An amount, a number. A number expressing the 

amount. How much paper do we have ? 

We have twenty sheets. Twenty is the quantity. 

A number assigned to a certain supply in an 
office . 

Are printed or typed documents with blanks to 
be filled in. 

Examples: Attendance sheets, telephone message pads 

A form used to take a count and keep a record of 
the amount of supplies in an office. 
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TACK #15 



ACTIVITY SHEET #1: J.R.ESL 
COMMUNICATIVE TASK: Categorization. 



DIRECTIONS; 



Imagine you must organize the contents of the 

supply cabinet in your office, and place the 

items on the cabinet ' s shelves . Label each 

item with the letter of the shelf you would 

place it on. Several items raay appear to belong on 

two shelves; however, your 30b is to select the most 

appropriate shelf. 



Shelf A 
Shelf B 
Shelf C 
Shelf D 
Shelf E 



SUPPLY CABINET 
Writing Supplies 
Office Forms 
Paper Supplies 

Computer & Typewriter Supplies 
General Office Supplies 
****** 



1. Computer paper 

2. Pencils 

3. Message pads 

4 . Rolodex cards 

5. Scotch tape 

6. Copier toner 

7. Glue 

8. Hanging folders 

9. Cartridge ribbons 



10. Inventory forms 

11. Requisition forms 

12 . Bond paper 

13. Correction fluid 

1 4 . Letterhead paper 

1 5 . Envelopes 

16. Copier paper 

17. Markers 

18. Address labels 



er|ce_ 



19. Manila folders 

20. Floppy disks 

21 . Post-it note pdds 

22. Pens 

23 . Carbon paper 
^4. Memo forms 

25. Onion skin paper 

26 . Erasers 

27 . Correction paper 

DATE ^ 
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TASK #15 

ACTIVITY: SHEET n J.R.ESL 
COMMUNICATIVE TASK: Categorization. 

DIRECTIONS: Imagine you must organize the contents of the 
supply cabinet in your office, and place the 
Items on the cabinet's shelves. Label each 
item With the letter of the shelf you would 
place It on. Several items way appear to belong on 
two shelves; however, your job is to select the maai 



Shelf A: 
Shelf B: 
Shelf C: 
Shelf D: 
Shelf E: 



SUPPLY CABINET 
Writing Supplies 
Office Forms 
Paper Supplies 

Computer & Typewriter Supplies 
General Office Supplies 
****** 



1. Computer paper 

2. Pencils 

3. Message pads 

4. Rolodex cards 

5. Scotch tape 

6. Copier toner 

7. Glue 

8. Hanging folders 

9. Cartridge ribbons (D) 



(C).(D) 

iAL. 



(E) 

SLL. 



10. Inventory forms (B) 

11. Requisition forms (B) 

12. Bond paper ( C ) 

13. Correction fluid 

14. Letterhead paper 

15. Envelopes ^ r ) 

16. Copier paper ( C) 

17. Markers (A) 

18. Address labels (Cf E) 



(C) 
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20 
21 
22 
23 



DATE 



Manila folders (£) 
Floppy disks ( P) 

Post-it note pads f M 

Pens _(-'^) 
Carbon paper 

24. Memo forms 

25. Onion skin paper (C) 

26. Erasers (E) , (A) 

27. Correction paper (5) 



(C)(D) 
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TASK #15 

ACTIVITY SHEET #2:J.R.Egi, 
COTMJNICATIVE TASK: Identify objects by nane 

DIRECTIONS: For each of the following pictures: 

1. Identify the object (s) and write vtet it is, 

2. Write at least one verb that can be used with that object. 

3. Write a sentence using the name of the object (s) and the verb, 
or e^q^lain what the object (s) is used for. 




Exairple: 

1 . Folders 



(name of object{s) 

(verb ) 

Please file the letters in those 



2. file 
3 



folders , 



(sentence) 




1 . 

2 . 

3 . 



_(nanfe of object (s) 



(verb) 



(sentence) 




2 . 



3 . 



_(naie of object (s) 



.(verb) 



(sentence'* 



mc 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK il5 

ACTIVITY SHEET i2:J.R.ESL 
p. 2 




(sentence) 



(c<5ntence) 



(name of object(s) 
(verb) 



(sentence) 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #15 

ACTIVITY eHEET #2: J.R.ESL 
p. 3 




(nacve of 6bject(s) 
(verb) 



(sentence) 



(nare of objecc(s) 

(verb) 



(sentence) 




(sentence) 



ence) 



HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK « 15 



ACTIVITY SHEET # 2 : J.R.ESL 
p. 4 




1. 



(nan? of object (s) 



. (verb) 



(sentence) 



1. 



.(name of object (s) 



"2. 



. (verb) 



3. 



(senCi nee) 




1. 



2. 



3.. 



_(nane of object (s) 



Jyerb) 



(sentence) 



ERIC 



NAMB 
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DATE 



HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #15 

ACTIVITY SHEET t2:J,RESL 

CX3MOJICATIVE TASK: Identify objects by name. 

DIRECTIONS: For each of the followiiig pictures; 

1. Identify the- object(s) and write what it is. 

2. Write at least oi^ verb that can be used with that object. 

3. Write a sentence using the naire of the object (s) and the verb, 
or e>5)lain \^t the object (s) is used for. 



Exr iple: 

1. Folders 



file. 



(name of object (s) 

(verb ) 

3^ Please file the letters in those 



folders . 



Folders keep important papers organized. 




write 



.(nant of object (5) 
.(verb) 



Yrv) r^n wr\ro wir h nvirkers on most 



(s^niencc) 



Markers are used for drawing and prese nt at ioni, . 




1. ^rapier 



2. fasten 



.(naie of object(s) 



(verb) 



3. A 5;rapler can fa.^ ten small or larfie quantities of paper. 

(sentence) 



ERIC 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



J-R.ESL 



Mann a Pnvfilnpp 



(nans of object(s) 
(verb) 



Mail ofrpn PnrlnQPH ^h pila envelopes. 



(sentence) 



1. Rotary line dater 

2. stamp 



(nane of object (s) 
(verb) 



3. TTie rotary line dater isnpst often us3d to stamp inccxning mail 
with the day, npnth and year of receipt. (sentence) 



1. tipnginp fil e folder (nane of object (s) 

2. hanging (verb) 



3. 



Hanging file folders help eliminate 

(sentence) 

jarmed file dra^rs. 
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HACER INC, /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #15 

ACTIVITY SHEET #2: J.R.ESL 
P- 3 




1,- nisk. 



2, store 



-(nane of object (s) 
(verb) 



3 . Disks are used in computers 



to store informat ipn. 
(sentence) 



1 . Flprm'r pencil sharpener (nare cf object(s) 

2. sharpen (verb) 



^' Tiis ma:hine sharpens pencils quickly and easily, 

(sentence) 




1. Metal prnnp fac^rpn er (nane of object (s) 

2. keen^f asten (verb) 

3- A m-gral oronp fa.srenpr helps kepp ^^^r^ f]j^]y nrmrh r rl 
within folders, ( sentence ) 




(nane of object(s) 
(verb) 



^is product helps to remove staples without danaging paper 



(sentence) 



HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #15 

ACTIVITY SHEET jt 2: J.R.ESL 





1. Typewriter ribbon (n axe of object (s) 



2. JMJe- 



jCyerb) 



You can type approximately 150,00 0 

(sentence) 
characters with one typewriter ribbon. 



NAME, 

ERIC 



DATE 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TTJMIvJING 



TASK ns 

ACTIVITY SHEET #3: J.R.ESL 

COMMUNICATIVE TASK: Oral practice of distinction between mass nouns and 

count nouns. 



DIRECTIONS: 

Imagine you're working in an office and you run out of something you need, 
You would have to ask a coworker to lend you/let you use some of his/her 
materials in a dialogue such as this one. 

Fill in the first blank with each of the following office supplies/ 
materials and use the appropriate sentence structurp depending on whether 
the first blank is filled w it^i a cx>unt noun or a nass noun. 



Practice the dialogue with a partnex". 
NOUNS FOR DIALOGUE 



U/hite out/correction fluid. 


calculator rolls 


blank diskettes 


envelopes 


typing paper 


carbon paper 


Scotch tape 


paper clips 


address labels 


ink 


manila folders 


toner 


staples 


masking tape 


message pads 


rolodex cards 


sheets of letterhead 


rubber bands 


glue 


fasteners 



DIALOGUE 



A, 
B- 
A. 

B. 
A. 
B. 



Excuse me, could you spare some 



How much 
many 



Oh. just a 15^^^^ _ 

Take as much 

many 

Thanks. 

You* re welcome. 



do you need? 



_as you want, 



ERIC 



NAME 



DATE 
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HACFR, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL miNING 



TASK #15 

ACTIVITY SHEET #3: J.R.ESL 

COMMUNICATIVE TASK: Oral practice of distinction between mass nouns and 

count nouns, 

DIRECTICWS: 

Imagine you're working in an office and you run out of something you need. 
You would have to ask a coworker to lend you/let you use some of his/her 
materials in a dialogue such as this or^. 

Fill in the first blank with each of the following office supplies/ 
materials and use the appropriate sentence structurp depending on whether 
the first blank is filled n itn a cx)unt rK)un or a nass noun. 

Practice the dialogue with a partner. 
NOUNS FOR DIALOGUE 



U/hite out/correction fluid. 


calculator rolls 


blank diskettes 


envelopes 


typing paper 


carbon paper 


Scotch tape 


paper clips 


address labels 


ink 


manila folders 


toner 


staples 


masking tape 


message pads 


rolodex cards 


sheets of letterhead 


r bber bands 


glue 


fasteners 



DIALOGUE 



A. Excuse me, could you rpare some rubber bands 
iJ. How much many do you need? 



A. 



B. 



Oh, ju«t a a few , 

Take as much many as yov want. 



many 

A. Thanks. 

B. You're welcome. 



O NAME 

ERIC 



am: 

30 



HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGuAL VOCATIONAL TRAININu 

TASK #15 

ACTIVITY SHEET #1: VOCATIONAL 
DIRECTICWS: Answer the following questions. 

1) Why are inventories important in the modern business? 



2) What is the difference between a periodic and a perpetual 
inventory? 



3) Why are labels arranged facing the front of a supply cabinet 



4) Why is new stock arranged in the back of the supply cabinet 
or store room shelf? 



5) Why would a business not want to be "overstocked/" 
(have too much of a particular item) ? 



NAME 



nATE_ 

31 



HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #15 

ACTIVITY SHEET #1: VOCATIONAL 
DIRECTIONS: Answer the following questions. 

1) Why are inventories important in the modern business? 
_ Because the profits they earn depend, to some ex tent, 
on how carefully they purchase materials and produc t s . 



2) What is the difference between a periodic and a perpetual 
inventory? 

Periodic inventory: done at intervals (every w eek, month, etc* 
Perpetual inventory: is ongoing. 



3) Why are labels arranged facing the front of a supply cabinet? 
Because they are eas ier to read. 



4) Why is new stock arranged in the back of the supply cabinet 
or store room shelf? 

S o that old stork, which has been plac ed in front, will 

be used first. 



5) Why would a business not want to be "overstocked," 
(have too much of a particular item)? 

Because they will be spending money need 1 e s s 1 y . 



O "ftME i:^TE 

ERIC 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #15 

ACTIVITY SHEET fe : VOCATIONAL 

DIRECTICWS: Arrange the following stock numbers in nunerical order. 

STOCK # 

6943 

4289 

6344 

2983 

8562 

9110 

3828 

5626 

3827 

3728 



1^ 
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HACER INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #15 

ACTIVITY SHEET I2 : VOCATIONAL 

DIRECTIONS: Arrange the following stock numbers in nurtErical order. 

STOCK # 

6943 2983 



NAME 



4289 3728 



6344 3827 



2983 3828 



8562 4289 



9110 5 6 2 6 



3828 6344 



5626 6943 



3827 8562 



3728 9110 



DATE 



ERIC 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGLIAL VOCATIONAL TRZ^NING 



TASK //1 5 

ACTlVITy SHEET // 3 : VOCATION. 



DIRECTIcasfS: 

Suppose that you are keeping a record of the inventory in the supply cabinet. 
You have a record sheet which shows the supply at the beginning of the month 
and how much of each item was used. Find out how much of each item there is at 
the end of the month. 



BEGINNING 





ITEM 


OF THE MONTH 


QUANTITY USED 


1. 


books 


57 


4 


2. 


chalk 


8 doz 


1 doz 


3. 


pads 


46 


10 


4. 


pens 


3 doz 


2 doz 


5. 


pencils 


100 


36 


6. 


paper 


10 reams 


8 reams 


7. 


rubber bands 


8 bxs 


1 bx 


8. 


stamps 


60 


60 


9. 


diskettes 


8 


5 


10. 


window envelopes 


300 


125 



END OF MONTH 
COUNT 



NAME 



DATE 



ERIC 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK il 15 

ACTIVITy SHEET # 3: VOCATIONAL 



DIRE3CTI0NS: 

Suppose that you are keeping a record of the inventory in the supply cabinet. 
You have a record sheet which shows the supply at the beginning of the month 
and how much of each item was used. Find out how much of each item there is at 
the end of the month. 



BEGINNING END OF MONTH 





ITEM 


OF THE MONTH 


QUANTITY USED 


COUNT 


1. 


books 


57 


4 


(53) 


2. 


chalk 


8 doz 


1 doz 


(7doz) 


3.. 


pads 


46 


10 


(56) 


4. 


pens 


3 GOZ 


2 doz 


(1 doz) 


5. 


pencils 


100 


36 


(64) 


6. 


paper 


10 reams 


8 reams 


(2 reams) 


7. 


rubber bands 


8 bxs 


1 bx 


( 7boxes) 


8. 


stamps 


60 


60 


(0) 


9. 


diskettes 


8 


5 


(3 diskettes) 


10. 


window envelopes 


300 


125 


(175) 



NAME 



DATE 
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HACER INC -/Hispanic women's center 

BILINGUAL VOCATICM\L TRAINING 



TASK #15 
ATTACHMENT 

STEPS AND TECHNICAL KNOWLEDGE 



!• Open supply cabinet 

2. Starting at top shelf organize supplies by category, 
type, brand, etc. Ex: all red BIC pens together... 

(this will make item counting easier) 

3. Organize items on second shelf 

4. Organize items on third shelf 

5. Organize items on bottom shelf 

6. List items on scratch paper 

7. Alphabetize items by writing #1,2, 3, etc., in front on 
the items listed on your scratch paper starting with A 

8. Count the items and write the quantity next to the item 
on your scratch sheet 

9. Write the current date on the Inventory Sheet 

10. Write the name of the department (clerical) 

11. Write your name on the"Examined by"line 

12. Write the item^ # in the item # column, start with #1 

13. Write the items on the item Description column 

14. Write the quantity for each item. Ex; 5,10,doz. 

15. Fill in "Sheet No." on Inventory form. 



ERLC 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #15 
OPERATION SHEET 
I. MATERIALS 

a • Supply cabinet 

b. Paper 

c . Pen/pencil 

d . Inventory Sheet 

II- PROCEDURE 

1. Open supply cabinet 

2. Starting at top shelf organize supplies by category, 
type, brand, etc. Ex: all red BIC pens together... 

(this will make item counting easier) 

3. Organize 2 tems on second shelf 

4. Organize items on third shelf 

5. Organize items on bottom shelf 

6. List items on scratch paper 

7. Alphabetize items by writing #1,2, 3, etc., in front on 
the items listed on your scratch paper starting with A 

8. Count the items and write the quantity next to the item 
on your scratch sheet 

9. Write the current date on the Inventory Sheet 

10. Write the name of the department (clerical) 

11. Write your name on the*'Examined by" line 

12. Write the items # in the item # column, start with #1 

13. Write the items on the Item Description column 

14. Write the quantity for each item. Ex: 5,10,doz. 

15. Fill in "Sheet No." on Inventory form. 



Steps 9 to 15 list explicit things you should write 
in the apprppriate colums of the inventory sheet. 



ERLC 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #15 

JOB SHEET : RECORDING SUPPLIES 
PRACTICE 



DIRECTIONS: Use the attached inventory sheet to record the foUowinq 
supplies, ^ 

I. mTERIALS 



8 



a . Supply cabinet 

b. Paper 

c . Pen/penci 1 

d . Inventory Sheet 

II. PROCEDURE * 

1. Open supply cabinet 

2. Starting at top shelf organize supplies by category, 
type, brand, etc. Ex: all red BIC pens together... 

(this will make item counting easier) 

3. Organize items on second shelf 

4. Organize items on third shelf 
Organize items on bottom shelf 

6. List items on scratch paper 

7. Alphabetize items by writing #1,2, 3, etc., in front on 
the Items listed on your scratch paper starting with A 
Count the items and write the quantity next to the item 
on your scratch sheet 

9. Write the current date on the Inventory Sheet 
0. Write the name of the department (clerical) 

11. Write your name on the"Exaniined by "line 

12. Write the items # in the item # column, start with U 

13. Write the items on the Item Description column 

14. Write tne quantity for each item. Ex: 5,l0,doz. 

15. Fill in "Sheet No." on Inventory form. 

III. MATERIALS to be recorded on Inventory Sheet, 

1. 36 ballpoint pens, blue ink iK1168 

2. 12 ruled yellow pads, legal size iF3220 

3. Correction fluid. Liquid Paper 18 bottles #N1206 
... 4. Stamp ink pads (red) #R9510 (5 of them) 

5. 30 add rolls, 2 1/4" wide #P6376 
^. 60 white envelopes, 4x6 #H54 32 

7. Index cards, white lined 3x5 »F2131 (100) 

*See Operation Sheet 



10 
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TASK #15 



HACER INC ."AilSPANIC WDMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



JOB SHEET 
ANSWER SHEET 
Date 



PRACTICE INVENTORY 



LX'pannu'iu. 



SiKcl No 



Location. 



ExamiiU'J by. 



ITCM NO 



OESCRiPllON 



QUANTITy 



CAT. NO. 



r 

ERIC 



TASK #15 



HACER INC .'/HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



JOB SHEET 

ANSWER SHEET FOR PRACTICE IN VENTORY 
Date 



Departim-nt . 
Location 



ITEM NO 



2. 



Sluri No 



Examined by. 



DESCRIPTION 



Correction fluid, Liquid 



Paper 



Envelopes white 4x6 



Index cardSf 3x5 



Pads# ruledf yellow-legal 



size 



Pens, ballpoint r blue ink 



Add rolls, 2 1/4" wide 



Stamp ink pads (red) 



QUANTITY 



18bot, 



60 



100 



12 



36 



30 



CAT. NO. 



N1206 



H5432 



F2131 



F3220 



K1168 



P6376 



R9510 



er|c 
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HACER, INC, /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #15 



JOB SHEET 
EVALUATION 



RECORDING SUPPLIES 



DIRECTIONS: Use the attached inventory sheet to record the supplies 
in cabinet #1. 

I . M-ITRIALS 

1. Inventory sheet 

2 . Scratch paper 

3. Pen/pencil 

II. PROCEDURE 

1. Organize supplies by category, shelf by shelf, starting with 
the top shelf. 

2. List items on scratch paper, ' eep a running count. 

3. Alphabetize the items on scratch paper. 

4. Record on Inventory Sheet. 



*See Operation Sheet "How to record supplies". 



ERLC 
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HACER INC ./HISPANIC WOMEN'S CENTER 

TASK nS BILINGUAL VOCATIONAL TRAINING 

JOB SHEET' — ^ ^ 

ANSV€:R sheet EVALUATI0N|fs4\/£fSjyQPY 

Date ^_ 

Locaiion^ 



E\uiiuui-J by 




HACER irC^HISPANIC WDMEN'S :ZNTER 
TASK #15 BILINC3UAL VOCATIOIAL TRAINING 



JOB SHEET 

PRACTICE 
Date 



Ucpjrinu-m. 



ITCM NO 



INVENTORY 



Exjtitiiu'J by. 



DcscR«r'noN 



QUANTlTV 



_CAT.NO. 



ERIC' 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #15 



PERFORMANCE TEST 


TASK: RECORD SUPPLIES 


Directions: Demonstrate mastery in recording supplies 


This test evaluates your ability to: record supplies. You 
will be given an inventory sheet and a cabinet filled with 
supplies. You must organize items by category in shelves 
and record items in alphabetical order on inventory sheet 
with 100% accuracy. 


No. 


Your performance w:.ll be evaluated using 
the items below. 
All must be "YES" 


YES 


NO 

\ 


1. 


Were supplies organized on shelves? 







2. 


1 

Were items categorized correctly? 1 






Was an accurate count recorded? i 




4. ! Were items recorded in alphabetical order? 


1 

i 


5. 


i 

1 




6. 


1 




i 

7. : ' 




1 1 
8. ' 


1 


9. , ' 




10. i 





Trainee 


Date 


Attempts 


Ins'iructor * s Signature 











ERIC 
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HACER, INC. /HISPANCI WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #15 



PERFORMANCE T£ST 



TASK: RECORD SUPPLIES 



This checklist will be used by the JRE instructor to evaluate 
the participant during the vocational performance. 



1 

1 


YES 


NO 


1 1. Did participant understand directions f 






'[ 2. Did participant use correct mass/count nouns? 






1 3. 







Trainee 


Date 


Attempts 


Instructor ' s Signature 











o 

ERIC 
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TASK # 16 
ORDER OFFICE SUPPLIES BY TELEPHONE 



ERIC 4 / 



RELATED COMMUNICATIVE TASK: . Identify objects, identify self & company and seek clarification or additional Information 



STEPS AND TECHNICAL 
KNOWLEDGE 



Given an office supply catalogue, n f-tii^A ^..^ u Z — ^ 

by telephoL With lOOZ IcLracJ Requisition for. and a telephone, you will select and order items 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 



SEE AiiACHMENT 



TOOLS AND i^UTERlALS 

Supply Catalog Pencil/Pen 

Requisition form 

Telephone 



BACkGROUND KNOWLEDGE 

Knowledge of basic telephone use. 
Familiar with index use. 



SAfETY 
Secure telephone wires. 
Avoid papers edges. 



ATTITUDES - 
Use clear language to avoid errors. 
Concentrate on details. 
Importance of verifying all 
infomation. 



.T£CH:1XCAL TrR.MS 



At(e) 
Catalog 
Count 

Description 
Dozen 
Each (ea) 
Index 
List 

Ounce (oz) 
Per 
Per C 
Per M 
Pound (lb) 
Quantity 
Ream ^ 
Requisition 
Size 



Stock 
Supplier 
Unit Price 



LANGUAGE 
FUNCTIONS 



COMMUNICATIVE SKILLS 

Active : Speaking 
Pasiive: Reading 

L .stening 



FUNCTIONS 

Description/Identification 

Interrogatives 

Quant if tcac lor. 



STRUCTURES 



Adjectives: 

Uow Quch/Uow many 
Mass/Count nouns 



LEAfCJiNG ACTIVITIES AND RESOURCES 



VOCAtlONAL 



b. 

c. 
d. 



3. 



LEARNING STRATEGIES 

a. Facilator identifies materials in catalog, 
and introduces technical terms. 
Facilator demonstrates procedure for order- 
ing supplies on the telephone. 
Practice activity sheet. 

Hands-on practice (individual). Participants 
role-play ordering supplies by telephone using 
. New York Telephone "Teletrainer". 
EVALUATIOfN 
Performance tost. 

RESOURCES 

a. Information, operation, activity and Job Sheets. 

b. Facilitator 

c. Quill Catalog 

d. New York Telephone "Teletrainer" 



J. R 
1 



ESL 



2. 



3. 



LEARNING STRATEGIES 

a. Facilitator lectures small 
group on use of adject lyes in 
describing items. Activity 
Sheet I 1. 

b. Facilitator demonstrates differ- 
ences between and uses of mass/ 
count nouns in ordering supplies 
Activity Sheet # 2. 

EVALUATION 
Performance test. 

RESOURCES 

a. Activity Sheets 

b. Facilitator 
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HACER INC -/HISPANIC TOiXEN'S CENTER 



T7\SK #16 

INFORMATION SHEET: ORDER OFFICE SITPPLIES BY TELEPHONE 



1. INTRODUCTION 

Pormerly, letters ordering merchandise were probably the most frequently 
vrritten. Today, with tele^ione service, easy transportation to stores, 
and order forms supplied by business houses, order letters are seldom 
written. On occasion, telephone orders may be confinrBd in writing to 
avoid misunderstanding and to give definite infonration about the msr- 
chandise desired and the shipping orders. 

As an office worker you may be required tc call an office products 
supplier and place an order over the telephone. Before placing your 
call, you should have the following infornation at hand: 

1. Requisition form 

2. Quantity desired of each item 

3. Price per unit 

4. Total price per item 

5. Stock or catalog number 

6. Page numbers v*iere items can be found in catalog 



When placing your supply order by telephone, try to speak louJ enough 
to be heard and at a reasonable speed; enianciate clearly. You should 
have the catalog on your desk so that you will be able to refer to it 
should a question arise about any of the items you are ordering. Make 
sure that you have a copy of the most recent catalog published by the 
supplier. 



ERLC 
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HACER BIC./HISPANIC VOffiN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #16 
TECHNICAL TEH4S 



AT (@): 
CATALOG: 

COUNT: 

DESCRIPTION: 

DOZEN: 
EACH (eaj: 

INDEX: 
LIST: 

OUNCE (ozj : 
PER: 
PER C: 
PER M: 

POUND (lb.): 
QUANTITY: 

REAM: 

REQUISITION: 
SIZE: 
STOCK: 
SUPPLIER: 

UNIT PRICE: 



the sign meaning a single price for each item. 

a list, usually alphabetical, of names, books, 
goods, etc.; a descriptive price list. 

to number, to sum up. 

a representation, in vords, of the qualities of a 
person or thing; sort; kind. 

a group of twelve things of the same kind. 

denoting every one of a number, separately 
considered . 

any table for facilitating reference in a book. 

to enter in a catalog or inventory; a register. 

a unit of weight. 

for each. 

for each hundred. 

for each thousand. 

a measure of weight, 16 ounces. 

property of things ascertained by measuring; an 
aiTOunt. 

a paper measure containing 472-516 sheet, usually 500 sheei 

a written order for materials or supplies. 

dinensions; bigness; bulk. 

a supply of goods a merchant has on hand. 

a person viho provides vtot is needed; to furnish. 

the cost of a single thing. 
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HACRR INC/HISPANIC WOMEN^S CENTER 
BILINGUAL ysCATIONAL TRAINING 



TASK #16 

ACTIVITY SHEET #1: J.-R.ESL 

COMJNICATIVE TASK: Identification and description of objects 
DIRECTIONS: Write in the supplier' which correspond to the following 
descriptions, Select your answer from the listbelow. 

SUPPLIES 



1. Toner 

2. Pencil sharperner 

3. Correction tape 

4. Correctable film ribbon/ribbon 

cartridges 

5. Carbon paper 



6. Rubber bands 

7. Correction fluid/white out 

8. Staples 

9. Wordproces s i ng paper 
10. Letter Head 



1, The 8^^" X 11" paper with the name, address, phone number, & other 
information about the organization you work for. 



2. The fluid, in a small bottle, which is applied to typing mistakes 
so that they can be covered and/or typed over. 



3. Made of rubber, these are thin elastic bands, used for holding 
small grouDs of objects together. 



4. Fanfolded, perforated paper, 9h'' x 11", usually sold as 500 or 
1 ,000 attached sheets. 



5. The black powder used in photocopy machines to reproduce the text 
or images on the original. 



ERIC 
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HACER INC ./HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #16 

ACTIVITY SHEET #1: J.R.ESL 
p. 2 

6. The thin plastic ribbon (usually black) in a plastic disposable 
cartridge, used in typewriters and printers to transfer the typed 
characters onto the paper. 



7. The rolls of narrow tape, used in typewriters, activated by the 
correction key, and used to remove mistakes so that they can be 
typed over with correct characters. 



8. The small, very thin pieces of metal used for attaching a maximum 
of usually 9 pieces of bond paper by piei^cing all 9 pieces, & 
inserted into the paper by means of a manual aparatus. 



9. Thin sheets of coated paper, used between sheets of normal paper 
to reproduce typed or handwritten originals. 



10. An electric or manual aparatus used to trim the wood around the 
lead in pencils. 



NAME 



DATE 
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HACER INC/HISPANIC WOMEN^S CENTER 
BILINGUAL yOCATIONAl TRAUUNG 



TAbK rfl6 

ACTIVITY SHEET #1: j.r.esl 

COMMUNICATIVE TASKj Identification and description of objects 
DIRECTIONS: Write in the supplies which correspond to the followinq 
descriptions. Select your answer from the listbeiow. 

SUPPLIES 



1* Toner 

2* Pencil sharperner 

3, Correction tape 

4, Correctable film ribbon/ribbon 

cartridges 

5* Carbon paper 



6. Rubber bands 

7. Correction fluid/white ou 

8. Staples 

9. Wo rdp roces s i ng paper 
10. Letter Head 



1, The 8^2*' X 11" paper with the name, address, phone number, & other 
information about the organization you work for. 

( 1 etter head ) 



2. The fluid, in a small bottle, which is applied to typing mistakes 
so that they can be covered and/or typed oy^r^ 

(correction fluid/white jmt} ^« 

3. Made of rubber, these are thin tiastic bands, used for holding 
small groups of objects together. 

( rubber bands ) 



4. Fanfolded, perforated paper, 9^" x 11\ usually sold as 500 or 
ItOOO attached sheets. 

(word processinc] pa p er) 

5. The black powder used in photocopy machines to reproduce the text 
or images on the original. 



( toner ) 



HACER INC. /HISPANIC WDMEN'S CENTER 
BILINGUAL VDCATICmL TRAINING 

TASK #16 

ACTIVITY SHEET #1: J.P.ESL 
p. 2 



6. The thin plastic ribbon (usually black) in a plastic disposable 
cartridge, used in typewriters and printers to transfer the typed 
characters ontj the oaper. 

( cor reliabl e filpi r i bbon^r i bbon_ cartridges) 

7, The roll: of narrow tape, used in typewriters, activated by the 
correction key, and used to remove mistakes so that they can be 
typed over with correct characters. 

(correction tape) 



8. The small, very thin pieces of metal used for attaching a maximum 
of usually 9 pieces of bond paper by piercing all 9 pic'ccs, & 
inserted into the paper by means of a manual aparatus. 

(staples) 



9. Thin sheets of coated paper, used between sheets of normal paper 
to reproduce typed or handwritten priqinals; 

(carbon paper) 



10. Ar electric or manual aparatus used to trim the wood around the 
1 ead in pencils. 

( penci 1 sharperner ) 



NAME 



DATE 
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HACER INC •/HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #16 

ACTIVITY SHEET: VOCATIONAL 

DIRECTIONS: look up the following items in the Quill Supply Catalog. 

Next to each item, list the page number v^^ere it my be 
found. 



ITCM PAGE NO 

1. Mongol pencils by Eberhard Faber (soft) 

2. Dictation cassettes by Data Packaging (30 min.) 

3. Just for copies by Liquid Paper 

4. Telephone address book by Denniscn National 

5. Memo cubes by Herlitz 

6. Post It telephone nessage pad ly 3M 

7. Evidence legal ruled pads by AMPAD 

8. ARCO Sterling rubber bands by Alliance 5/8" 

9. Magic tape plus by 3M 1" x 2592" 

10. Contour grip pen by Paper Mate 

11. Pressboard file folders by Oxford It^al 1/5" 

12. Self-adhesive labels by Avery 3/4" x 1-1/2" 

13. Electronic typewriter ribbons by General Ribbon 

14. IJhite wove window envelopes by Canpbell 3-5/8" x 6-1/2" 

15. Hamnennill Pore 9000 DP paper 8-1/2" x 11" 

16 . Vis-a-vis overhec*J projector pens by Sanford 

17. Ko-R2c-Type film ribbons (blue) 

18. Magic Transparent tape by 3M 3/4" x 650" 

19. Gem paper clips by Noesting 



NAME 



ElATE 



HACER INC./HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #16 

ACTIVITY SHEET: VOCATiaNAL 

DIRECTIONS: lock up the following items in the Quill Supply Catalog 
Next to each item, list the page number where it nay be* 
found. 



-2^? PAGE NO. 



1. MDngol pencils by Eberhard Faber (soft) 

2. Dictation cassettes by Data Packaging (30 min.) 

3. Just for copies by Liquid Paper 

4. 'Itele0)one address bock by Dennison National 

5. Mano cubes by Herlitz 

6. Post It tele0>one message pad )y 3M 

7. Evidence legal ruled pads by AMPAD 

8. ARCO Sterling rubber bands by Alliance 5/8" 

9. itogic tape plus by 3M 1" x 2592" 

10. ODntour grip pen by Paper >fate 

11. Pressboard file folders by Oxford legal 1/5" 

12. Self-adhesive labels by Avery 3/4" x 1-1/2" 

13. Electronic t^^pewriter riJjbons by General Ribbon 

14. White vove window envelopes by Cairpbell 3-5/8" x 6-1/2' 

15. Hanmennill Pore 9000 DP paper 8-1/2'* x 11" 
36. Vis-a-vis overhead projector pens by Sanford 

17. Kb-Itec-^Vpe film ribbons ^bliie) 

18. Magic Transparent tape by 3M 3/4" x 650" 

19. Gem paper clips by Noesting 



HACERf INC. /HISPANIC WOMEN"S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #16 

ACTIVITY SHEET #2 J-R»ESL 

COMMUNICATIVE TASK: I n te r rog a t 1 ve s , Quantification, Adjectives 

Mass/ count nouns • 

DIRECTIONS: The dialogue below i« between fewo people in the situation 
of ordering supplies by telephone. iTnderline the correct 
word for each question and c^uswer which will correctly 
complete the sentence, then practice the dialogue d 
partner . 



Order Clerk: 



Secretary : 



Order Clerk: 



Secretary : 



Order Clerk; 



Secretary: 



Order Clerk: 



Secretary : 



Order Clerk: 



Secretary: 



How (many /much) paper 
would you like to 
order? 

I ' d like to order 5 
(ream/ reams) of 
8i"xll" paper for a 
Xerox model 2000 
copier . 

How (many /much) diskettes 
do you need? 

I'll take 10 (box/boxes) 
of 5i inch di::>ke'L^:c3 • 

How (maiiy/hiucii) cape 
are you orderin^j? 

Can you send me a 
dozen (roll/ rolls) 
of tape* 

How ( much / many ) t ")ner 
do you need? 

I'd like to order 10 
(bottle/bottles) of 
toner . 

How (many /much) ribbon 
cassettes would you 
like to order? 

I'll take a dozen 
(boxes/box) of six. 
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HACER INC.AIISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #16 

ACTIVITY SHEET #2 J.R.ESL 
p. 2 



Order Cierk: 



Secretary: 



Order Clerk: 



Secretary: 



How (many/ muc h) rubber 
bands do you want? 

I • 11 order one 
(pounds/pound) . 

How (much /many) pens do 
you want to order? 

I'll take six (6) 
(dozens/dozen) . 



Order Clerk; 



Secretary J 



I^ow (much /many) Rolodex 
cards do you want? 

Send me one (box/ boxes) 

of ( a thousand/ a thousands) 



Order Clerk; 



Secretary J 



Order Clerk: 



Secretary: 



How (much /many) carbon 
paper do you need? 

I'll take five (5) 
(box/boxes) of 100 
(sheet/sheets) • 

How (many /much) calculator 
rolls do you want? 

I ' 11 take a (boxes/box) 
of 10 (pack/packs) of 
3 rolls each . 



NAME 



DATE 
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HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #16 

ACTIVITY SHEET it 2 J.R.ESL 



SCOnihG i:ii£KT AtiD FLUliliCY LEVELS 



Trainee's Name 



Performance Objective 



Date of Test 



Criteria 


5 




3 


2 


1 






hhctoric 












X 


6 = 


Register/Style 












X 


3 = 


Syntax 












X 


H = 


Vocabulary 












X 


6 = 


Pronunciation 












X 


1 = 



Weighted Score 

Errors looted: 



Recommendation for additional work: 



Evaluated by: 



ERLC 



Resource: Miranda Associates 



60 



HACER INC.AIISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #16 
ATTACHMENT 

STEPS AND TECHNICAL KNOWLEDGE 



1. Obtain Requisition for SuK^lies form. 

2. Obtain Quill catalog. 

3. look up items in sipply catalog; use index. 

4. Prepare the following infonration for each item. 

a. quantity 

b. supplier catalog number 

c. color, if any 

d. catalog page number 

e. item description 

5. Check for any errors. 

6. Obtain supplier's telephone number from catalog. 

7. Place the call and ask for the order department. 

8. Viien connected, identify yourself, your ooirpany naiTB and 
address and telephone number. 

9. Tell the order clerk you would like to place an order, 

10. Begin with item #1 and read from your list in a clear, concise nanner. 
Give all the infoimation from yo^jr list, 

11. Refer to your catalog if necessary. 

12. Note any price changes on your requisition form. 

13. If any supplies are out of stock, make a note of it on requisition form. 

14. Verify the order. Ask the order clerk to repeat it back to you. 
Check each item as it is read to you. 

15. Request a date and time of expected delivery. 

16. Make a note on requisition of the name of the order clerk, date and 
time you placed the order and expected delivery date. 

17 • lhank the order and hang up. 

18* Retain the requisition form for future reference. 



ERIC 
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HACER INC ./HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIC»IAL TRAINING 



TASK #16 
OPERATION SHEET 

OPERATION: Order office supplies by telephone 
I. MATERIALS 

a. Telephone (New York Telephone "Teletrainer) 

b. Purchase requisition 
Cc Catalog 

d. Paper 
Pencils 



II. PROCEDURE 

1. Take Requisition form and catalog. 

2. Check in catalog index for page number vhere articles are located. 

3. Write catalog number and description next to items listed. 

4. Check list for accuracy. 

5. Place call to supplier and ask for order departinsnt. 

6. Identify your organization, location, and account number, if any. 

7. Read off your list in a clear, concise manner. 

8. Verify all information given on telephone. 

9. RecTuest from clerk an estimated time and date of delivery. 

10. On requisition form, make a note of date of order placement and 
deliwry information. 

11. Retain requisition as checklist v^en supplies are received. 



HACER INC ./HISPANIC WOVEN CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #16 

JOB SHEET 
PRACTICE 

DIRECTIONS: Consult the Quill Office Sipply Catalog to order the supplies 
on the attached requisition for supplies form. Use the 
"Teletrainer" to simulate a call bo the supplier. 

I. MATERIALS 

a. New York "Telephone "Teletrainer" 
Requisition for sipplies 

c. Catalog 

d. Paper 

e. Pencils 



II. PRDCEDUEE* 

1. Obtain requisition for sipplies fom and catalog. 

2. Check supplies in catalog. 

3. Place a call to supplier, 

4. Ask for order clerk. 

5. Identify yourself and your organization. 

6. Read off list of supplies. 

7. Verify all information. 

8. Verify date of delivery. 



*See Operation Sheet 
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HACER I^3C. /HISPANIC VDMEN'S CENTER 
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TASK #16 

JOB SHEET 
PRACTICE 



REQUISITION FOR SUPPLIES 
TOPURCHASING AGENT Date ... .-?^/ J^...^f - - No. . ^ 

To Be U.ed For Q./?^.'^.. 



Please iurniab the loUowiDg: 



OtunUtr 



Put oi Cat. No. 



Size 



FULL DESCRIPTION 



V 



When Wanted: 



Deliver To.. 



.Dept. Charge To.. 



Acct. No.. 



Source of S«pply_...^^^^/. QJ^_C^__ rC^^^.^^:.^ 



Hokm tkiM form in dupUeot^ • B»taSa oa» for nhnmct. 
Um a Mparato gift for •aeh kind of goods. 

rouM 1219— TOPS 



Signed,,,, 




Tot D*pt. 



Approved 



P.O. No.. 



LITHO IH U.S A. 



o 
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BILINGUAL VOChTlCmL TRAINING 



TASK #16 

JOB SHEET 
EVALUATION 

DIRBCri(»JS: Consult tile Quill Office 
sujplies on the attached 
Use the "Teletrainer" to 



Supplies Catalog to order the 
Requisition for Supplies form, 
simulate a call to the supplier. 



I. MATERIALS 

a. New York Tblephone "Teletrainer" 

b. Requisition for supply form 

c. Catalog 

d. Paper 

e. Pencils 



II. PROCEDURE* 

1. Obtain requisition form and catalog. 

2. Check sipplies in supply catalog. 

3. Place call to supplier. 

4. Ask for order clerk. 

5. Identify self and organization. 

6. Read off list of sipplies. 

7. Verify all information. 

8. Verify date of delivery. 



* See Operation Sheet 



HACER INC. /HISPANIC V>JDMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #16 

JCB SHEET 
EVALUATIOJ 



REQUISITION FOR SUPPLIES 



TO PURCHASING AGENT 



Date 



No. S 



Pleaae famiab the following: To Be Used For 



QuAxitlty 


Part or Cat. No. 


Size 


FULL DESCRIPTION 


















































^4Ak: Z^VfT £^J0 />/^/^ 










When Wanted: 





D«liv«To... 

Source of Supply. ^M.///......!. 

Hokm ilJM iorm in dctpUcaim • JlcfoJlD oa« for nfmmc: 
Urn a Mporaf* gh—t for •aeh kind of goods. Signed 

POUM 1219— TOPS 



Dept. Charge To.. 




Tot D«pt. 



Acct. No. 

P.O. No. 

Approved. .^^^^C^SriC^. 



LITHO in U.S.A. 



ERIC 
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HACER INC/ HISPANIC WOMEN'S CENTEK 
BILINGUAL VOCATIONAL. .-tAlNlNG 



TASK #16 



PERFOKMANCE TEST 


TAS 


K : Order office supplies by telepIVDnG 






Direccion's: LferoDnstrate nastery by doing the follo\\ang: 


This test evdludtes your ability to: order office supolies by teleohone. 

You will be given an office supply catalog, a filled purcliase requisition fonr 

and a telephone. You v;ill select and order items bv telephone with 100% 
accuracy. " ^ 


Nu . 


Your per j'uimuncL' will be l*v jI uul cd iii^; Lhu iLciiii be i , 
All mubC be "YES" 




KU 


i . 


Was catalog index used properly? 








Vfere items listed correctly on requisition form? 






.3. 


vfes coirplete ,inf oriTHtion given tjo oraer clerk on items to 
be Durfcnaserl? 








V7ere proper notations made on form? 






5. 








6. 








7. 








8. 








9. 








0. 













Arn'Mi^^rs 










1 



NOTE: The facilitator will play the role of the order clerk. 
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HACEK INC/HISPANIC WONJ: N ' S CENTJiK 
illLlNCUAL VOCATIONAL TRAINING- 



TASK #16 



P£'iWr<MANCE TEST 


TASK: Order office supplies by telephone 


mis checklist will be used by the JBE instructor to evaluate 
participant during the vocational parfonrunco. 


the 




1. 


Utilized appropriate telephone techniques? 


YES 


ID 










2. 


Identified required items? 








3. 


Statol each item clearly and concisely? 








4. 


Sought clarification when necessary? 









Trainee 


Data 


Attenpts 


Instructor's Signature: 
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TASK # 17 

ORDER OFFICE USING PURCHASE ORDER FORM 




RELATED CO>LS07;iCATIV£ TASK: identify objects an d record information. 
VOCATIONAL TASK; : Order office Supplies using purchase order form. 



•P£HrOR:-UNCE 
OBJECTIVE 



STEPS AND TECH.N'ICAr 
K.N'OWLEDGE 



a blank purchase order form, a su pply catalog ^nd a \ ' ~ t ~f - ; 

and type out purchase order form with lOOt accurlcj. '"P^^'"' supplies frcxn th. catalog 



I. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 



SEE ATTACHMENT 



?.?8^^Q M.ATERIALS 

Quill Supplies Catalog-Paper 
Typewriter Calcr'ator 
Purchase requisition - Pencil/pen 

BACKGROUND KNOWLEDGE ^ 

Knowledge of keyboarding 
informatio.i in columns. 

SAFETY ' ' 

Secure tyr writer and calculator 
wires to c.oid tripping. 
No food or drink near typewriter 
Avoid paper cuts. 

ATTITUDES 

Concentrate on accuracy. 
Fill in all necessary Information. 



TECH.WIC.AL Tc.R:IS 



Catalog 
Date issued 
Date required 
Purchase order 
Purchase requisition 
Quant i ty 

Requisi tion number 
Sales invoice 
Unit 

Unit price 
Computat ion 



LA.NGUAGE 
f ONCTIONS 



COMMUNICATIVE SKILLS 

Active: Writing 

Passive; Reading comprehension 

FUNCTIONS 

Record factual information 
Identi f icat ion 
Categori23t ion 
Quant i f icat ion 



STRUCTURES 



Mass/ count nouns 



LEAR.NING ACTIVITIES A.ND RESOU^CE^ 



VOCATIONAL 

1. LEARNINGSTRATEGIES 



b. 

c. 
d. 



Facilitator identifies terms 

and sections purchase requisition 

and purc^: e order. 

Faci|irac>r demonstra _ steps of 

purchasu'^ procedure. 

Practice activity sheets ^1,2,3 

Hands-on practice (individual) 

Participants prepare a purchase order. 



J.R. ESL 

I. LEARNING STRATEGIES 



b. 



c. 



Lecture small group on 
concept of mass/count nouns 
Discussion on office supplies 
showing relationship to office 
tasks, Activity Sheet n. 
Participants practice quanti- 
fication, Activity Sheet n. 



2. 
3. 



EVALUATION - PePK.rmance Test 
RESOURCES 

a. Facilitator 

b. Information, Operation, Job and 
Activity Sheets. 

^- Clerical Office Proced»--^<: 



2. 
3. 



EVALUATION - Written Test 
RESOURCES 

a. Fac i I i tator 

b. Activity Sheets 

c. Quill SuppI ies Catalog 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #17 

INFORMATION SHEET: ORDER OFFICE SUPPLIES USING PURCHASE ORDERS 
INTRODUCTION: 

The modern office functions efficiently when it is kept 
supplied. Paper, pens, forms, diskettes, etc., are essential 
material for the office and ioust be kept in constant supply. 

In most medium to large offices purchasing and supplies 
are handled by the purchasing department and only supervisors 
have the authority to request supplies, but clerk typists are 
involved in checking supplies, typing out purchase requisitions 
and purchase orders, and on occasion, following these up with 
phone calls to the supplier. 

In a small business there usually is no purchasing depart- 
ment, and it is the responsibility of the clerk to follow up 
on purchase requisitions and purchase orders. It is essential 
that you become familiar with the procedi^res. 
There are four steps in the purchasing process: 

1. Purchase requisition: Once a need is identified, a requeSw 

is sent for goods and materials. 



2. Obtaining price quotes 

and shipping information: 



You will need to compare prices 
and shipping information on several 
supply catalogues. Concentrate 
on price and delivery time . 



3. Handling orders: Filling out purchase orders and 

supplies order forms. 

4. Follow up on orders: Calling the supplies to verify 

prices, amount of items, delivery 
dates. This can involve checking 
invoices against your initial order 
once the materials are delivered. 



HACE_R . INC/HISPANIC WOMEN ] CENTER 
BILINGUAL -VOCATIONAL TRAINING 



TASK #17 

INFORMATION SHECT : HICH?ffi FBJIISmON 
Page 2 



Nun; , uddrcb 
,01 t o III p d n y . 



Daces L 

requisitior 

number. 



\ 



T 



T 



400 Commerat Avtnue Dfs Womw. lA 50302 Att* Code 5i6 Z?oW2 



Kcqutkiiion tio 
0*lr krquiicJ 



21101 

Augufct 28, 19-- 
Scptembwr 30, 19-- 



Denver lo. 

JoD No , 
AppiOvcJ b) 



L)i£pl«y Room 
1 Flour 
432-17 
b.E.L. 



Yhe number of items 
desired. 







Ui.it f.i.t 




100 

2A 

/ 6 
/ 


PlA&cic Inttrrlocklng leict:r 

tr«y& V&o5tf 
Dc&k lAmpfc, flourcsccnc lighc 

</332C 
Office de&k& «11AD 
horizontal oiecal fllcfc, 

A 6loc& «527Y 


2.39 

35.95 

12s. oO 
12.20 


239.00 ^ 
662.50 
7/, 7 . 60 

2,0o9.0a 



J e p d r L III L 

u a k i n ^ 
r c q u i: i> t . 



Cose 01 X 
i t (J u\ . 
Individu. 
price X 
quantity 



Ferbon requc-bC i n g b u p p 1 i l- b . 
(Usually the deparcih.MU lnud) 



Cost of ,-;ach individual 
ice III 
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<t:SOUKCL' : 

Clericui of lice procedures 
0 L li . edition. 
Pasowork , 01 i ver io 
Southwell crn Publisl.inK, Co, 



HACEK INC/HISFANIC WOMEN^S CFNTEK 
BILINGUAL VOCATIONAL TRAINING 

TASK #17 

INFORMATION S H 1: E T : PURCHASE ORDER 
Page 3 

This is Che form chat is sent to die supplier., 
Usually you make copies. 



Nam 

of C o m p d n y 



and addrebs 
1 



; ; r- 



1^ Mv^:lIUl) fk«itu(«Liurlf.^, Iiil. 



Suppliers catalogue 
number 



Obi ja 

1'/ 10 net ju 





U. ^ i.» I.. 


(.1 tSu 


L'l.ll 


/^4l. 


iOJ 


floklic iitt Lr locking 






I' .UU 




Ikttcr ir^/* 




















I l^Ul 








6 




IKI; 






io 






12. 


.M » . ou 
















♦ 




1' .Ouy.OO 



'u d d r c i> ^ u 1 
supplier 



;fsi gnu Cure 0 1 

p c r b u li III ^ Iv 1 li 
L 1 1 c order 



KESOUKCE : 

C 1 e r i e J 1 0 1 1 i c e Procedure 

6th edition. 

Pasework, Oliverio 

So u t h we b L e r ij Pub 1 i s h i u J/ Co 

o BEST COPY AVAILABLE 
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HACER INC/HISPANIC WOMEN'S CENTER 



BILINGUAL VOCATIONAL TRAINING 

TASK #17 

INFORMATION SHEET: Si^LES INVOICE 
Page 4 

This is always included with the shipped materials 
by the supplier. You should always compare it against 
the purchase order and check the contents of the boxes 
before signing the sales invoice. 



YOUR COMPANY 
ADDPvESS 



NAME AND ADDRESS OF SUPPLIER 



T 

SALEyNVOlCE 



M;iNUFACTURING COMPANY 

tSOS Noftfi Btrry ftotd Btoomm^cUtB. PA tB911 

SoWTd^ Lelker*E Department Store Date: February 3, ]9— 

]200 Tanner Blvd. Our Invoice No.- 594938 

Greensboro, VI 22943 Your Order No: 973 

Shipped By Truck 

Terms 2/iO net 30 



Quantity 



75 



100 



30 



Descriptions 



2 02. Jar*, "Hearts-a- 
Flutter" Creme Sachet 

Disposable pocket gl^e, 
"Confidence" Refreshers 

1 oz. botclesi "Happy 
Tlaes" Cologne 



Cat. No. 



2157 



8777 



2479 



Unti Price 



2.15 
.75 
2.35 



Saletpefson 




SIGNATURE OF PERSON WHO 
RECEIVES THE ORDER 



DATE OF DELIVERY, PAYMENT INFO. 
YOUR ORDERS// SUPLIERS INVOICE // 




ro 



RESOURCE : 

CLERICAL OFFICE PROCEDURE 
6th EDITION 
PASEWORK, OLIVERIO 
SOUTHWESTERN PUBLISHING CO. 



HACER INC, /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #17 
TECHNICAL TERMS 



CATALOG: 

DATE ISSUED: 
DATE REQUIRED: 
PURCHASE ORDER: 

PURCHASE REQUISITION 

QUANTITY: 

REQUISITION NUMBER: 
SALES INVOICE: 
UNIT: 

UNIT PRICE: 

COMPUTATION : 



book or booklet describing a supplier's 
goods prices and ordering information. 

the date an order is placed or sent. 

the date materials are needed. 

a forrp sent to the supplier requesting supplies 



a form used to request material s necessary 
for the operation of the office. 

amount, number of articles. 

the number of the requisition; offices and 
departments keep a Ijg of requisitions. 

a form used by a supplier to indicate what 
material has been shipped to a business. 

how material is sold; example, each, by the 
dozen, by the gross, 

the price of individual goods. 

To count, to determine the solution (answer ) 
to a mathematical problem. 



ERLC 
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HACERj INC, /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK # 17 

ACTIVITY: SHEET #1 J,R, ESL 

COMMUNICATIVE TASK: Identification of Supplies 



DIRECTIONS: 



1. Typist 

2. File Clerk 



Write the title of the office worker you think 
would use each of the following groups of sup- 
plies 



TITLES 

3. Mail Clerk 

4, Work Processing Operator 



Reception i St 



SUPPLIES 



Message Pads 
Pens 

Rolodex Cards 
Paper Clips 
Stapler 



TITLES 



Floppy Disks 
Printer Paper 
Ribbon Cartridge 



Pendaflex Hanging Folders 
Mani 1 a Fol ders 
Tabs 
La bel s 



Bond Paper 




Ribbon Cartidges 


Correction 


Fluid 


Correction 


Tape 



Scale 
Envelopes 
Ink Pad 
Rubber Stamps 
Address Labels 



NAME 



DATE 



ERIC 
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HACERj INC^/HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK § 17 

ACTIVITY SHEET #1 
COMMUNICATIVE TASK: 
DIRECTIONS: 



1. Typist 

2. File Clerk 



J.R.ESL 

Identification of Supplies 

Write the title of the office worker you think 
would use each of the following groups of sup- 
plies 



TITLES 

3. Mail Clerk 

4. Work Processing Operator 



5, Receptionist 



SUPPLIES 



Message Pads 
Pens 

Rol odex Cards 
Paper Clips 
Stapl er 



Floppy Disks 
Printer Paper 
Ribbon Cartridge 



Pendaflex Hanging F o 1 d e r s 
Manila Folders 
Tabs 
Label s 



Bond Paper 
Ribbon Cartidges 
Correction Fluid 
Correction Tape 



TITLES 



( Receptioni St ) 



(Word Process ing ) 
Operator 



(File Clerk) 



(Typist) 



Scale 
Envel opes 
Ink Pad 
Rubber Stamps 
Addres?^ Label s 



(Mail Clerk) 



NAME 



DATE 



o 

ERIC 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #17 

ACTIVITY SHEET #2: J.R.ESL 
COMMUNICATIVE TASK: QUANTIFICATION 

DIRECTIONS; Use the following list of quantities to fill in 
the blanks. Consult the Quill Office Products 
catalog to verify in what quantity the product 
is sold. 

List of quantities: 

Per hundred Per dozen Per box of ten 

Per package Per thousand (per M) Per box 

Per pound (lb) Per pad Per ream 

Example : 

Letterhead and bond paper are sold by the ream. 
1. Pendaflex file folders are sold 



2. File folders and paper clamps are ordered by the 

3. Self adhesive labels and paper clips are sold 

4. Dictation cassettes come 



5. Telephone message pads and legal ruled pads are sold 

6. Typewriter ribbons and binder clips are sold 

7. Rubberbands are sold . 

8. Noteholders and manila file folders are sold 



NAME DATE 



HACER, INC. /HISPANIC V/OMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #17 

ACTIVITY SHEET #2: J.R.ESL 
COMMUNICATIVE TASK: QUANTIFICATION 

DIRECTIONS: Use the following list of quantities to fill in 
the blanks. 'Consult the Quill Office Products 
catalog to verify in what quantity the product 
is sold. 

List of quantities: 

Per hundred Per dozen Per box of ten 

Per package Per thousand (per M) Per box 

Per pound (lb) Per pad Per ream 

Example: 

Letterhead and bond paper are sold by the ream. 

1. Pendaflex file folders are sold (per hundred) . 

2. File folders and paper clamps are ordered by thu (box) 

3. Self adhesive labe] s and paper clips are sold (per thousand) 

4. Dictation cassettes come (per box of ten) . 

5. Telephone message pads and legal ruled pads are sold (pe^ pa d) 

6. Typewriter ribbons and binder clips are sold (per dozen) 

?• Rubberbands are sold (per pound) . 

8. Noteholders and manila file folders are sold (per package) 



NAME DATE 



ERiC 



so 



HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONLA TRAINING 

TASK il7 

ACTIVITY SHEET #1 VOCATIONAL 

DIRECTIONS: Consult the information sheet to answer the following 
questions : 

1. What should you do with the invoice sent with the shipment of 
materials by the supplier? 



2. Who usually signs a requisition order? 



3. What are the four steps of the purchasing process? 
1. 



2. 
3. 
4. 



4. Who usually signs a purchase order? 



5. What form is used to request supplies from the supplier? 



NAME^ DATE 



ERIC 
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HACER, INC, /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONLA TRAINING 

TASK #17 

ACTIVITY SHEET #1 VOCATIONAL 

DIRECTIONS: Consult the information sheet to answer the following 
questions : 

1. What should you do with the invoice sent with the shipment of 
materials by the supplier? 

The invoice must be checked against the items in the box es that 

came in. You must determine that all the items listed in the invoice 

a re contained in the delivery. Check the invoice against the pur chase 
order. 

2. Who usually signs a requisition order? a pnrchagc^ requisition 

ifi usually signed by thfi dfip;^r1-,ment ho ad or i-hf> pprson rpgnesting the 
supplies . 

3. What are the four steps of the purchasing process? 

1 • Purohase rp^qni si on 

2 • — Obtaining prire gnof-Ps anr^ s hipping information. 

3 • Hanr^l i n g nrrlers 

4 • Fonow-np on an nrripr. 

4- Who usually signs a purchase order? 

A pnrohasp nrdc^r is ncna lly ginpri by a f^npprvisor. 

5. What form is used to request supplies from the supplier? 

Pnrrhasp nrr^pr 



NAME DATE 



ERIC 
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HACER, INC. / .IISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #17 

ACTIVITY SHE^T #2 VOCATIONAL 

DIRECTIONS: Compare the purchase requisition with the purchase 
order . 

1. Identify any differences: 



2. If the purchase order and the invoice do not match, what would 
you do? 



NAME 



DATE 



HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #17 

ACTIVITY SHEET #2 VOCATIONAL 

DIRECTIONS: Compare the purchase requisition with the purchase 
order. 

1. Identify any differences: 

1. The total amounts of purcha se do not match, 

2. The catalogue # and unit prices aon nOt mdtch 



3 • The # number of notebooks orderea is aiiierent trom vTr{ 
rmmh, :^;' of notebooks sent. The araounts are different. 



2- If the purchase order and the invoice do not match, what would 
you do? 

Nrtify yo^r supervisor that ther is a discrepanc y (difference) 
and call the supplier and notify them that there ^ mistake. 



. DATE 



84 



TASK #17 

ACTIVITY SHEET #2 VOCATIONAL 



PURCHASE RE^JUISITION 

BIG APPLE OFFICE SUPPLIERS 

321 East 4Cth Street TEL: 234-5678 
NY NY 10028 

To: UACER INC/Hispanic Women's Center p^tu: Aug 

oil Broadway Ordcr^SG 
NYNY 10012 



Guantity 



10 
20 

6 boxes 



Description 



Cat. No. 



Unit Price Amt 



Folding chairs 
Notebooks 
5li"floppy disk 



234 
39 
2S3 



23 .95C^ 
1 . 99C^ 
12 . OOl^ 



39.80 

72.00 
3 S I . 3 0 



PURCHASE ORDER 



DIG APPLE OFFICE SUPPLIERS 
321 East 4Ctli Street 
NY NY 10028 

TEL: 234-5678 



Sold to:HACER INC/Hispanic Women's Center 
611 Broadway 

NY NY 10012 Date: Aug.- 

OrUcr^T 456 
Invoice ^ : 12345 
Shipped by: UPS 



12 
13 
Gboxes 



r)o^,r r ^ i pt ion Cat . No . Un it Price Aiuo u n t 



Folding Chairs 235 
Notebooks 39 
5V*floppy dii.r.L 253 



32.95l^ 395.40 

1 .99@ 25.87 

1 2 . 00& 7 2 . u 0 

493 . 27 



HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #17 

ACTIVITY SHEET # 3 VOCATIONAL 

DIRECTIONS: Consult the general index of the catalogue to find the 

page numbers where the following supplies can h2 located 

in the catalogue. Fill in the correct page next to the supply. 

Example Boston pencil sharpeners page 6 

1. Angler's card file 

2. Ace staple remove 

3. Calculators 

^. Merriam Webster Dictionary 

5. Vouchers 

6. ZIP Code directory 

7. Red Rope expanding files 

8. Ross Rubber Bands 

9. Saxon Bond Paper _ 
10. Magazine files 



NAME DATE 



ERIC 



86 



HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK f n 

ACTIVITY SHEET # 3 VOCATIONAL 

DIRECTIONS : Consult the general index of the catalogue to find the 

page numbers where the following supplies can be located 

in the catalogue. Fill in the correct page next to the supply. 

Example Boston pencil sharpeners p ege 6 



1. 


Angler's card file 


Page 


128 


2. 


Ace staple remover 


Page 


13 


3. 


Calculators 


Page 


178 


A. 


Merriam Webster Dictionary Page 


176 


5. 


Vouchers 


Page 


57 


6. 


ZIP Code directory 


Page 


177 


7. 


Red Rope expanding files 


Page 


121 


8. 


Ross Rubber Bands 


Page 


15 


9. 


Saxon Bond Paper 


Page 


193 



10. Magazine files Pages 66-67 



NAME DATE 



ERIC 
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HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #17 

ACTIVITY SHEET # 4 VOCATIONAL 

DIRECTIONS: Consult the general index to find the 

follov7ing supplies. Next to each supply place 
the unit used in oidtring. 

Example : Pencils dozen 



1. ACCO PRONG FASTENERS 

2. POST- IT NOTES BY 3M ^ 

3. DICTATION CASSETTES BY DATA PACKAGING 

4. ONION SKIN by SAXON 

5. COIN ENVELOPES BY SAXON 

6. INTER- OFFICE ENVELOPES . 

7. CLASP ENVELOPES 

8. MISTAKE OUT LIQUID PAPER 

9. 3LF FILE BY ELDON 

10. BIRO PENS BY BIC 



N.^-IE_ DATE 



ERIC 
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HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #17 

ACTIVITY SHEET # 4 VOCATIONAL 



DIRECTIONS: Consult the general index to find the 

follov/ing supplies. Next tc each supply place 
the Uiiit used in ordering. 

Example : PerLcils dozen 



1. ACCO PRONG FASTENERS 

2. POST-IT NOTES BY 3M 



Box of 50 or 100 
12 pa ds 



3. DICTATION CASSETTES BY DATA PACKAGING Packs of 6 or 10 



A. ONION SKIN by SAXON 

5. COIN ENVELOPES BY SAXON 

6. INTER- OFFICE ENVELOPES 

7. CLASP ENVELOPES 



Re am 



By the 


box 


Box of 


100 



Carton of 500 or 1000 



8. 


MISTAKE OUT LIQUID PAPER 


Units 


of 


\ 


each 


9. 


ELF FILE BY ELDON 


Units 


of 


I 


each 


10. 


BIRO PENS BY BIC 


Units 


cf 


I 


each 



NAI4E 



DATE 



SO 



New S roducts 



New Product listings are followed by manufacturers 



ACOUSTICAL COVERS 

Ring King . . 225 

AIR CLEANERS 

Hunt-Litning . . . . .226 

ATTACHE CASES 

Master oducts 99 
Stebco .... . . 99 

BINDER STORAGE 

Acco .235 

BINDING MACHINE 

Velo-Bind ... 134 

BOUND ACCOUNT BOOKS 

Dennison National . . .160-161 

CABLES & GENDER CHANGES 

IDS 227 

CALCUUTORS 

Texas Instruments 178 

CALENDARS 

Keith Clark 107 

CARD FILES 

Eldon 129 
Sterling ... 129 

CATALOG SPACE SAVER STANDS 

Master Products 65 

CHAIRMATS 

Ten ex 94, 223 

CLIPBOARDS 

Saunders 23 

COLUMNAR SHEETS 

Wilson Jones . . 159 

COMMUNICATION BOARDS 

Weber Costellc . . . 46-48 

COMPUTED FURNITURE 

Rubbermaid 224 

COMPUTER PAPER 

Oxford. . . ... 231 

COMPUTER SUPPLIES 

Acco 223, 226-227 

Eldon . 225. 228 

Hunt Boston 226 

Perfect Data 227 

Ring King 225-226 

Safco . 230 

^TDS . 22*^ 

Universal Data Systems 227 



COPYHOLDERS 

Fellowes Mfg. Co . 
Oxford 
Wilson Jones 

DATA BINLERS 

Acco 

Dennison National 
Wilson Jones 

DESK ACCESSORIES 

Eldon 

Joshua Meier 
Sterling 

DESK CLEANER 

3M . . . 

DISKETTES 

Elephant . 
Fuji . 
3M 

VerL»^ '-n 

DISKETTE STORAGE 

Acco . 
Bates 

Dennison National 
Innovative Concepts 
Ring King 
SRW 

DISPENSERS 

3M 

ELECTRIC LETTER OPENER 

Hunt-Boston 

ELECTRICAL SUPPLIES 

Ace Electrical 
Djracell 
Flexiduct . . 
S.L. Waber . 

EMBOSSING MACHINES, UBEIERS^ TAPE 



222 
197 
222 

232 
233 
232 

80-81, 88 
91 
85 



Dennison Retail Systems 
Dymo 

ERASERS 

Pentel 

EXPANDING FILES 

Wilson Jones 

FILES 

Eldon . . 
Oxford 
Sterling , 



21 

208 
207 
206 
209 

213-214 
214 
214 

213 
212 
213 

25 

21 

79 
79 
79 
79 

133 
132-133 

5 

120 



67 

67. 118-119 
119 



C 91 



New Product listings are followed by manufacturers. 



FOLDERS 

Oxford 110, 114-115, 144 

INDEXES 

Aigner .. 150 

Dennison Nation ' 149,151,234 

LABELS 

Avery 214 

LAMPS 

Art Speciality 97 

Panasonic 97 

MAGNIFIERS 

Ultra Optix ... 51 

MESSAGE PADS 

Herhtz . . 167 

3M Post-it Notes ... 166-167 

MODEM 

Universal Data Systems 227 

NOTEBOOKS 

Dennison National . 164-165 

ORGANIZERS 

Hunt-Litning 74 

PAD HOLDERS 

Dennison National 101 
Klngsbacher-Murphy 101 

PENCILS 

Papermate . 4 

Pentel 4 

PENS AND MARKERS 

Dennison Carters 41, 43 

Paper Mate 44 

Pilot ...37 

PRINTER STANDS 

Eldon 226 
Ring King 226 

PRINTWHEELS 

Camwil 220 

REFERENCF BOOKS 

Houghton Mifflin 176-177 
Rand McNally 177 

REPORT COVERS 

Avery 137 

Dennison National 136 

Kingsbacher-Murphy 136 

Oxford 1?" 



RIBBONS 

Burroughs 
General Ribbon 

Ko-Rec-Type 

Smith Corona 

RING BINDERS 

Acco 

Dennison National 
Kingsbacher-Murphy . . 
Wilson Jones . 

RULERS 

Bates . . 
Stanley 

SCALES 

Pelouze 

SCISSORS 

Acme 
Fiskars 

SHARPENERS 

Panasonic 

SHEET PRCfECTORS 

C Line 

Kingsbacher-Murphy 
Oxford 

SHREDDERS 

Bankers Box 

SOFTWARE 

Various Manufacturers 

STAPLERS 

Acco 
Panasonic 

TELEPHONE FILES & ACCESSORIES 

Planatronics 
Rolodex 

TONERS AND DEVELOPERS 

Esgraph 

TYPING SUPPLIES 

Acco 

Burroughs 

General Ribbon 186 

Ko-Rec-Type 

^?ntel 

Smith Co'-ona 

VIDEO CASSETTES 

3M 



184-187, 216-217 
.186-187,, *^21 7^ 
.184-187, 21 5" 
184-185 

142, 146 

. .144-145, 147 
142. 147-148 
. . 143 

19 
.19 

31 

20 
20 



155 
154 
155 

202 

204-205 

. 12 
10 

169 
171 

,199 

183 
'184-187 
187. 216-217 
186-187, 215 
189 
184-185 

.236 



MIRADO BY BEROL® 



^^Madtfrom purest crystaltme graphite and seasoned western mcense cedar to give 
ifeatef Strength, extra smoothness and longer wear Yellow finish, gilt tip and red eraser 
it. One dozen per box 



5 



STOCK 
OKPgR NO 



T 



SPEEDIE 
ORDER NO. 



WRITING 



DOZEN 



tER-174-1 
tER.174-2 
tER*174-2V^ 
•ER-174-3 
iE|t* 174-4 



BER-005 
BE R- 010 
BER-015 
BBR'020 
BER-025 



Soft 

Med Soft 
True Med 
Med Hard 
Hard 



$2 d7 

2 57 
2 57 
2S7 
2 57 



BLACK WARRIOR PENCIL BY BEROL"^ 

' Samt top quality as Mirado pencil shown above only in a round, black finished style 



. * STOCK 


SFCEDIE 


WRUINC 






OXr€R NO. 


ORDER NO. 


DEGREE 


DOZEN 





/^fER 372-2 
• 9ER-372-2V6 



BER-026 
BER-027 



Med Soft 
True Med 



S2 57 

2 57 



TICONDEROGA BY DIXON 



A top quality pencil with a waxed, golden yellow multi-coat finish has a brass ferrule 
With a matched pink eraser One dozen per box 





STOCK 


SPEEDIE 


WRITING 






ORDER NO 


ORDER NO. 


DEGREE 


DOZEN 




OtX-1388-1 


DlX-010 


Soft 


$2 6-; 




OIX-138a-2 


DIX-015 


Med Soft 


2 64 




01X-1388-2S, 


DIX-005 


True Med 


2 64 


If ' 


OiX-1306-3 


DlX-020 


Med Hard 


2 64 




. DIX-1366-4 


DIX-025 


Hard 


2 64 



^1? 

if 

V 

J- 



'/ MONGOL BY EBERHARD FASER 

Specially formulated diamond star lead makes this pencil one of the best sellers in 
the nation. The highest qualitv lead crowned by the famous Ptnk Pearl eraser make 
the Mongol a real wirr>er Or^i' dozen per box 



. STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



WRITING 
DEGREE 



DOZEN 



* EF*4aM 
'EF-482-2 
> EF.4a2.F 

EF-4a2-3 

* EF-482-4 



EF-01G 
EF-015 
tF.005 
EF.020 
EF-025 



Soft 

Med Soft 
True Med 
Med Hard 
Hard 



$2 83 

2 83 
2 83 
2 83 
2 83 



VELVCT PENCILS BY FABER CASTELL 

Not Just another yellow p.nc»! Famous Velvet formulation lead fo-^ smooth, luxurious 
wrttinj Pressure- Proof* borxJed lor point strength Lustre-finish edar barrel with Blue 
Band* ferrule and pink eraser 



STOCK 
ORDER NO. 


SPEEDIE 
ORDER NO. 


WRITING 
DEGREE 


DOZEN 


FC 10001 
FC- 10002 
; ' FC 10003 
. ^ FC- 10004 
' FC- 10005 


FC-OOd 
FC010 
FC-015 
FC-020 
FC-025 


Soft 

Med Soft 
Med Firm 
Firm 
Hard 


S2 65 
2 65 
2 65 
2 65 
2 65 




PENCILS BY DIXON 




^' The econonriical pencil has an extra smooth writing quj''»v »hr,g witn a pink eraser 
>' which provides the user with excellent performance One dozen per box. 


STOCK 
ORDER NO. 


SPEEDIE 
ORDER NO. 


WRITING 
DEGREE 


DOZEN 



uix-iaso--: 

01X1850-2 
OIXr1850-2S, 
ODf-ISSO-^ 
OiX-18S0-4 



THE BUCKFEET INDIAN PENCIL 

Actually hand crafted by the Blackfe^t Indians, this i' a top quality pencil' Its modern 
looks and premium writing performance make ii an excellent buy One doze-^ per box 



t 
I 

•f 

i 

T #rK«i Mibitci to change without notice 

iERiC 



DlX-150 
DlX-155 
DIX-160 
DIX.16S 
DIX-170 



Soft 

Med Soft 
True Med 
Med Hard 
Hard 



SI 3^ 

1 33 
1 3i 
1 33 
1 33 



STOCK 


SPEEDIE 




WRITING 


ORDER NO. 


ORDER NO. 


GRADE 


DECREE 


BFI-1002 


BFM05 


2 


Med Soft 


' BFI-100224 


&FI.110 


2Vi 


True Med 


'•FI-1003 


BFI-IIS 


3 


Med Hard 


SFI-0031 


BFI.140 


1 


Soft 


•Ft-0032 


BFI.145 


2 


True Med 


^ BFI-0033 


BFI-150 


2V, 


Med Firm 


BFI-0034 


BFI-155 


4 


Med Hard 


1FI0035 


BFI.160 


5 


Hard 



DOZEN 



S2 40 

2 40 
2 40 
1 75 
1 75 
1 75 
1 75 
1 75 

<LCopvfi|h( 1916 I Sitrn 
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PencjSs 





c 



olored Pencils 





If 



[ 



COl.SRAS! PINCIIS BY FABER CAST£IL 

r^}l9S^ 5PEEDIE 
ORDER NO. ORDER NO. 



FC«20004 
FC -20005 
FC-20006 
FC. 20007 



FC-oao 

FC-035 
FC.040 
FC-045 



COLOR 

Blue 

Carmme Red 

Green 

Yellow 



DOZFN 



1 



00 
400 
400 
4 00 



VERITHIN COLORED PfNCILS BY B£ROl^ 



Itf Dom/*^!^'?'"^ «ny sharpener every time and holds it for 5.000 check marks 
Its point won t snap under normal pressure One dozen per box "^^'^^ 



STOCK 
ORDER NO. 



BER.m 

BER735 

BER.737 

HER. 738 

BER.739 

BER-740V6 

BER.741 

BER.741l^ 

BER.745 

BER.746 

BE R -753 

BER.758 

BER.76ll^ 

BER.2745 



SPEkDIE 
ORDER NO. 



COLOR 



BER.041 

BER.042 

BE R. 043 

BER.044 

BE R -046 

BER.047 

BER.045 

BER-046 

BER-050 

&EK-049 

BfcR.051 

BER-052 

BER-040 

BER.053 



DOZEN 



White 

Canary Yellow 
Orange 
Crass Green 
Green 
Sky Blue 
Indigo Blue 
Azure Blue 
Carmine Red 
Red/Blue 
Silver 
True Blue 
Non Photo Bluf 
Red 



U 19 
4 19 
4 19 
4 19 
4 19 
4 19 
4 19 
4 19 
4 19 
4 19 
4 19 
419 
4 19 
4 19 



COLORBRITE PENCIIS BY EBERKARD FABER 



" STOCK SPEEDIE 

ORDER NO. ORDER NO 



EF.2125 
EF-2126 
EF.2140 
EF-4125 
EF.4126 



FF. 030 
EF-0J5 
EF.045 
EF-050 
tF.055 



COLOR 

Blue 
Red 

Red/Blue 

Blue 

Red 



ERASER 
TIPPED 



DOZEN 



No 
No 
No 
Yes 
Yes 



S4 0u 

A 00 
4 UU 
4 00 
4 00 



RITEWEll COLORED PENCILS BY BANKERS PRODUaS 

STOCK 



ORDER NO. 



BBP-1818T 
BBP.-J803T 
B8P.1807T 
BBP-1811T 



SPEEDIE 
ORDER NO 



COLOR 



BBP.155 
BBP-ieo 
BBP-165 
BBP-170 



DOZEN 



Red 
Blue 
Green 
Yellow 



$3 58 

3 58 
3 58 
3 58 



COLORBIIITE PENCIL SETS BY EBERHARD FABER 



STOCK 
ORDER NO. 



EF.4012 



SPEEDIE 
ORDER NO. 



COLOR 



EF'900 



SET 



Assorted 



$3 95 



GOLF PENCILS BY FABER aSHLL 



S bor"°" ^""^ "''^'"^ 'ong No eraser One 



STOCK 
ORDER NO. 



.3 

ERIC 



FC.189 



Prue> »uB|«rc« to ch<ngr »%j|houi oy|.(f 



SPEEDIE 
ORDER NO. 



FC.04b 



CROSS 



$10 20 



94 



Fasteners 




RIG 



SELF ADHESiVi MSTENfRS BY ACCO 

Put the fastener in place and you have a spill-proof file folder Fasteners have a tu 
proof enamel finish and a strong adhesive is on backing 100 per box 



STOCK 
OtDER NO. 



snion 

ORPtR NO. 



CENTER 
TO CENTER 



CAPACITY 



BOX 



ACO-70011 
ACa70021 



ACa368 
ACO'369 



S 9 03 
1095 



PRONG FASTENERS lY ACCO 

Has a locking compressor that keeps papers tightly compressed, saves valuable film 
and storage space Made from tempered stf el. tin plated to prevent rusttng Sizes a' 
measured from prong to prong 



STOCK SPEEDIE CENTER 
ORDER NO. ORDER NO. TO CENTE.^ 


CAP. 


DESCRIPTION 


QTY 
BOX 


BOX 


ACa70012 


ACa340 


2*A" 


1" 


Complete Unit 


50 


S 4 6S 


ACO.70013 


ACa'/45 


2vr 


1" 


Base Only 


100 


5 70 


ACO-70014 


ACC 346 


2Va" 




Compressor Only 


100 


6 60 


ACa70022 


ACO-350 


2v;" 


2" 


Complete Unit 


50 


5 35 


ACO-70023 


ACO-355 


2V," 




Base Only 


100 


6 


ACO.70324 


ACa366 


2vr 




Complete Unit 


50 


10 25 


ACO-70424 


ACO-360 


4V." 


IVi" 


Complete Unit 


50 


13 40 


ACO-70624 


ACO-364 


7" 


IVi" 


Complete Unit 


50 


1605 


ACO-70723 


ACO-367 


8Vj" 




Complete Unit 


50 


16 50 


AC079724 


ACO-365 


8Vi" 




Complete Unit 


50 


17 35 



BRASS ROUND HEAD FASTENERS BY NOESTiNG 

Made from top quality brass Mas sharp points and stiff shanks tnat make it an ea^ 
task to pierce through several sheets of paper without having to use a punch 
100 per box 



STOCK 


SPEEDIE 


SHANK 




ORDER NO. 


ORDER NO. 


LENGTH 


V PER C 


NOE-1RH 


PAC030 


v 




N0E-2RH 


PAC-035 


vr 


1 90 


N0E-3RH 


PAC-040 




217 


NOE-4RH 


PAC045 


1" 


314 


N0E5RH 


PAC050 


1 s " 


604 


N0E4RH 


PAC-055 


1 Vi " 


662 


N0E-7RH 


PAG 060 


2" 


7 86 


NOE-aRH 


PAC065 


3" 


10 49 


NOE'9RH 


PAC-070 


4" 


13 35 


NOE-2 


PACOOl 


#2 Washer 


2 70 



NOTE HOLDERS BY AVERY 

Self>adhesive polyester hinged magnets secure notes, lists, poster or messages almos 
anywhere Magnets hold up to ten notes at a time Removable adhesive Twelve pe 
carton. 



STOCK 
ORDER HO. 



SPEEDIE 
ORDER NO. 



COLOR 



HOLDERS 
PER 
PKC 



PACKACt 



AVY-5655 
AVY-$6$6 



AVY.050 
AVY-951 



Orange 
Brown 



Prtces tubirct to cK«nt* without notice 



SI 89 
1 89 



<£)Cop>risM 1M4 I Stc 



93 



HTMOUTH RUBIER BAHOS lY mMOUTH 

100H pure fubbgf bands for grMter strength. txet«ds y^/vernment tpcclflclatlons 



















ORE/ER rt%J» 


ORDER NO. 










Ti%j» 


V« ID> DOS 


1 ID. dOK 


SIZES 


H lb. Box 


1 lb. Box 


PLY-8 


PLY- 120 


PLY-115 




X %" 


SI. 61 


S5.32 


PLV-10 


PLY- 130 


PLY-12S 




X 1%" 


1.61 


5.32 


PLV-12 


PLY.140 


PLY.135 


X IM" 


1.61 


5.32 


PLV-14 


PLY.150 


PLY- 145 




X 2" 


1.61 


5.32 


PLV-16 


PLY.160 


PL Y.I 55 




X 2%*' 


1.61 


• 5.32 


PLV-18 


PLY. 170 


PLY-165 




x3" 


1.61 


5.32 


PLy-19 


PLY-180 


PLY.175 




X 3'/4" 


1 61 


5.32 


PLY-30 


PLY- 190 


PLY-185 




X 2" 


1.61 


5 32 


PLV-31 


PLY. 200 


PLY.195 




X 2«/4" 


1.61 


5.32 


PLY-32 


PLY- 210 


PLY- 205 


x3" 


1.61 


5.32 


PLY-33 


PLY- 220 


PLY.215 






1.61 


5 32 


PLY-54 


PLY. 230 


PLY. 225 


Assorted 


161 


5.32 


PLY-62 


PLY- 240 


PLY.235 




X IW' 


1 61 


5.32 


PLYM 


PLY- 250 


PLY- 245 


%" 


X 3V4" 


1.61 


5 32 


PLY-S4 


PLY. 280 


PLY- 275 




X 3 V 


1.61 


5.32 


PLY. 105 


PLY- 290 


PLY.2S5 


%" 


x5" 


1.61 


5.32 


PLYv107 


PLY- 300 


PLY. 295 




X 7'' 


1.61 


5.32 


PLY-117 




PLY-301 




X 7" 


1.61 


5.32 



RE\*ERE RUBBER BANDS BY PI YMOUYM 

Pretislon cot, seamless, and inspected. High tensll strength and maximum elasticity. 



STOCK 


SPEEDIE 


SPEEDIE 








OKDER 


ORDER NO. 


ORDER NO. 








NO. 


V4 lb. Box 


1 lb. Box 


SIZES 


U lb. Box 


1 lb. Box 


PLY.R8 


PLY. 002 


PLY. 001 


X %" 


$1.16 


S3 56 


PLY RIO 


PLY. 004 


PLY-003 


y„" X iy4" 


1.16 


3.56 


PLYB12 


PLY- 010 


PLY.005 


Wxiy/' 


1.16 


3.56 


PLY-R14 


PLY- 020 


PLY.015 


W X 2" 


1 16 


3.56 


PIY.R16 


PLY. 030 


PLY.025 


X 7.Vt'' 


1 16 


3.56 


HY-K18 


PLY. 040 


PLY.035 


:* 3" 


1 16 


3.56 


PLY.H19 


PLY.050 


PLY. 045 


X SVf" 


1 16 


3 56 


PIY.R30 


PLY- 060 


PLY-055 


x2" 


1 16 


3.56 


PLY.R31 


PLY.062 


PLY-061 


%" x2yr' 


1.16 


3.56 


PIY.H32 


PLY.070 


PLY.065 


%" x3" 


1.16 


3 56 


PIY.R33 


PLY. 080 


PLY-075 


%" xSVt" 


1 16 


3 56 


PIY.R54 


PLY.090 


PLY-085 


Assorted 


1 16 


3 56 


PLY.R62 


PLY-092 


PLY.091 


%" X 2V4" 


1 16 


3 56 


PIY.R64 


PLY-097 


PLY-096 


%" X 3%" 


1.16 


3 56 


PlY-1184 


PLY-104 


PLY-103 


X 3Vt" 


1 16 


3 56 


PLY.R105 


PLY. 100 


PLY.095 


V X 5" 


1 16 


3 56 



100% pure 



ARCO STERLING RUBBER BANDS BY ALLIANCE 

rubber Open ring feature. Exceeds government specifrcations 



STOCK 


SPEEDIE 


SPEEDIE 










ORDER 


ORDER NO. 


ORDER NO. 










NO. 


V4 lb. Box 


1 lb. Box 


SIZES 


V4 lb. Box 


1 lb. Box 


ARC-8 


ARC-002 


ARC-001 




x%" 


SI 87 


$5 87 


ARC-10 


ARC. 004 


ARC-003 




X 1 y4" 


1 87 


5 87 


ARC.12 


ARC-006 


ARC-005 




X 1%" 


1.87 


5 87 


ARC.14 


ARC-008 


ARC.007 




X 2" 


1 87 


5 87 


ARC.16 


ARC-010 


ARC-009 




X 2%" 


1 87 


5 87 


ARC.18 


ARC-012 


ARC-011 


'/»•• 


x3" 


1 8: 


5 87 


ARC.19 


ARC-014 


ARC.013 




X 3'/4" 


1 87 


5 87 


ARC.30 


ARC-016 


ARC-015 


%• 


X 


1 87 


5 87 


ARC.31 


ARC-018 


ARC-017 




X 2Vt" 


1 87 


5 87 


ARC. 32 


ARC-020 


ARC-019 


%" 


x3" 


1 87 


5 87 


ARC.33 


ARC-022 


ARC-021 




X 3%" 


1.87 


5 87 


ARC- 54 


ARC- 024 


ARC.023 


Assorted 


1.87 


5 87 


ARC. 62 


ARC-026 


ARC.025 




X 2Vt" 


1 87 


5 87 


ARC-64 


ARC-028 


ARC-027 


%" 


X 3%" 


1 87 


5 67 


ARC.84 


ARC.030 


ARC-029 




X 3*/^" 


1 87 


5 87 


ARC.105 


ARC-032 


ARC-031 


V 


X 6" 


1.87 


5 87 



ARCO ADVANTAGE RUBBER BANDS BY ALLIANCE 

American made Opening feature increases effrciency Eliminates built. m weak spots. 



STOCK SPEEDIE SPEEDIE 
ORDER ORDER NO. ORDER NO. 
NO. % lb. Box 1 lb. Box 



SIZES 



V4 lb. Box 1 lb. Box 



ARC48 ARC-052 ARC-051 V X %" $1.51 $4 85 

ARC410 ARC-054 ARC-053 V X 1 V4" 151 4 85 

ARC.I12 ARC-056 ARC-055 y,."xiy4" 1.51 4 85 

ARC.E14 ARC 058 ARC-057 X 2" 151 4 85 

ARMH ARC-060 ARC'059 x2Vt* 151 4 85 

ARC.I18 ARC-062 ARC.061 VV X 3" 1.51 4 85 

ARC419 ARC-064 ARC-063 Vi." X 3%" 1.51 4.85 

ARC430 ARC-066 ARC-065 V* x 2" 1.51 4 85 

ARC.E31 ARC-068 ARC-067 X 2%" 151 4 85 

ARC.E32 ARC-070 ARC.069 %" x 3" 1.51 4 B5 

ARC433 ARO072 ARC 071 V x 3%" 1.51 4 85 

ARC.E54 ARC074 ARC-073 Assorted 151 4 85 

ARC.E62 ' ARC-076 ARC-075 V4" X 2%" 151 4 85 

ARC.C64 ARC-078 ARC-077 %" X 3%" 1.51 4 85 

ARC-184 ARC 080 ARC-079 %" x 3%" 151 4 85 

ARC-EIOS ARC.082 ARC-081 %" X 5" 1 51 4 85 

clwnj. Hifhoii* nolirr ^ CopvilRhl IfW E Sl»t« 



Rubber Bands 




, . riymoufli Rubber B«hdi100Kltubbtr.4tr^ 



5*; • s.* 




Arco Sterlinf Rubber BanJi 10096 Rabbcr ^i'^^ ^ ' • 






Arco Advsntagt Rubb^ Birnif '. 



ERIC 




9G 



Paper Clips 



BINDER CUPS BY IDl 

Engineered to conform to governmental jtandards A versatile clip made of tempered 
Steel and nickeled wire handles. One do^en per box 



STOCK 


SPEEDIE 






ORDER NO. 


ORDER NO. 


WIDTH CAPACITV 


DOZEN 


IDL-10020 


IDL-005 


V 


$ 90 


IDL*10050 


IDL-010 




165 


IDL-IOIOO 


IDL -01 5 


2- VW 


4.56 




BUUDOG CUPS BY HUNT* BOSTON 




For a real good bite. Bulldog Clips flre the answer Three dozen per box 


STOCK 


SPEEDtE 






ORDER NO. 


ORDER NO. 


SIZE 


DOZEN 


HUN.2000 


HUN-055 


r 


$1 92 


HUN*2001 


HUN-060 




2.04 


HUN.2002 


HUN-065 


2vr 


264 


HUN.2003 


HUN-070 


2%' 


5 28 


HUN-20(M 


HUN-075 


3* 


5 66 



MAGNETIC BULLDOG QtPS BY HUNT* BOSTON 

An all steel clip for important papers, notes, etc Powerful magnet attaches to any 
metal surface Three ooren per box 



STOCK 


SPEEDIE 




ORDER NO. 


ORDER NO. WIDTH 


DOZEN 


HUN. 2016 


HUN'110 V/4- 




HUN.2017 


HUN'115 IVa" 


1306 




PAPER CLIPS BY OFFICE MATE 




Economical clips 100 per box 1000 per carton 




1 STOCK 


SPEEDIE 




1 ORDER NO. 


ORDER NO. SIZE SURFACE 


PER M 


OMIGG 


OMI-010 2" Smooth 


$11.50 


OMtlFC 


OMI-015 Fnctioned 


500 




GEM PAPER aiPS BY NOESTING 




First quality. sHverette finished Will provide ma^'imum service 100 per box 1.000 


per carton 






1 STOCK 


SPEEDIE 


PER M 1 


ORDER NO. 


ORDER NO. SIZE SURFACE 




NOE^IGC 


PAC-005 1\* Smooth 


$ 4 72 


NOEGG 


PAC-001 2" Smooth 


13 30 


N0E-3GC 


PAC-006 Smooth 


400 




IDEAL PAPER CLAMPS BY NOESTING 




These extra large, heavy duty clamps are perfect for greater thicknesses 


STOCK 


SPEEDIE 




ORDER NO. 


ORDER NO. SIZE PACKING 


BOX 


NOE-I-IP 


PAC-020 Vk" X 2V 12 Per Box 


$ .70 


N0E.2.IP 


PAC-025 IS'xIH" 50 Per Box 


1.00 




aiP aODY BY SCOVILLE 




A simple flick of the wrist and up pops your paper clip Magnetic action will prevent 


spills. Twelve per carton 




STOCK 


SPEEDIE 




ORDER NO. 


ORDER NO. COLOR 


EACH 


SCO-700B 


SCO-005 Black 


$2 50 


SCO-700T 


SCO-010 Tan 


2 50 



ivbftct to chrnft without notic« 

ERIC 



eCopyrliM im t. Sttrn 



97 




Tacks; Push Pins 
and File Signals 





No. 8001 



CRAFFCO PUSH PINS BY UBELON 



STOCK 
ORDER NO. 


SPEEDIE 
ORDER NO. 


COLOR 


BOX 


UB-CP20 
UBCP02 
UB-CP03 
UB-CPa4 
UB-CPOS 

ue-cpo6 

UB-CPOA 


LAB.020 
LAB'021 
LAB-022 
LAB-023 
LAB-024 
LAB-025 
LAB-026 


Clear 

Red 

White 

Blue 

Yellow 

Green 

Assorted 


s: 50 

2 50 
2 50 
2 50 
2 50 
2 50 
2 50 




CELLUGfcAF FILE SIGNALS BY LABELON 




A transparent plastic signal with a steel spring that holds it against the 
and edge width 100 per box 


visible Svsterr 


STOCK 
ORDER NO. 


SPEEDIE 
ORDER NO. 


COLOR 


BOX 



UB<8002 
LAB-8004 
LAB.8005 
LAB-8006 
UB-8009 
LAB'8011 
LAB'8015 



LAB- 081 
LAB.082 
LAB-0&4 
LAB.085 
LAB.086 
LAB- 089 
LAB-090 
LAB-091 



Change 
Red 
Blue 
Yellow 
Green 
Bfovsn 
Lt Green 
Lt BLue 



$4 15 
4 15 
4 15 
4 15 
415 
415 
4 15 
4 15 




No. M07 



t 



V 



if 




GRAfFCO MAPTACKS BY LABELON 



STOCK 
ORDER NO. 


SPEEDIE 
ORDER NO, 


COLOR 




BOX 


UB M01 
LAB-M02 
LAB-M03 
LAB<M04 
LAB'MOS 
UB<M06 
UB-M07 


LAB.071 
LAB-072 
LAB-073 
LAB-074 
LAB-075 
LAB-076 
LAB-077 


Orange 

Red 

White 

Blue 

Yellow 

Green 

Black 




$2 50 
2 50 

2 50 
2 50 
2 50 
2 50 
2 50 




THUMB TACKS BY NOESTING 






American "^ade from the finest quality, special tempered steel Solid head st>le 
100 per box 1.000 per carton 


STOCK 
ORDER NO. 


SPEEDIE 
ORDER NO. 


HEAD 
SIZE 


PER M 


1 


NOE-1 
NOE.2 
NOE.3 
NOE.4 
NOES 


PAC-075 
P AC- 080 
PAC-085 
PAC.090 
PAC-095 


•/..- 

w 


$ 800 

9 00 

10 OU 

11 (K) 

12 00 





No. 3 



C 



4 Cupwi|hl }Hfti, I Slr«n 



98 



Scotch Tape 






MAGIC TAPE BY 3M 






Disappears on the job— it's permanent, resists moisture, won t curl and you can y 


on it 












SPEEDIE 








ORDER NO. 


ORDER NO. 


WIDTH 


LENGTH 


ROl! 


MM-410-121296 


MMM-120 


vr 


1296" 




MM-810-341296 


MMM-130 




1296* 


2 St 




MMM-140 


V 


1296- 


3U 


MM410-122592 


MMM.125 




2592" 


3 24 


MM^IO-342592 


MMM-135 


vr 


2592' 


4 4T 


MM<«1»-12L92 


MMM-145 


V 


25^2- 


5 7( 




MAGIC TAPE PLUS'" BY 3M 






Removable transparent tape It's perfect for practically any use where 


you war 


stick something dov 


n for now without getting stuck for good 


STOCK 


SPEEDIE 








ORDER NO. 


ORDER NO. 


WIDTH 


LENGTH 


ROU 


MM411.121296 


MMVMOO 




1296* 




MM^11*341296 


MMNM01 


vr 


129f 


2 71 


MM<811-122592 


MMM-^02 




2592- 


3 42 


MM<811*342592 


MMM-4U3 




2592- 


4 73 


MM^II-12592 




r 


2592* 


6 0^ 




TRAMSPI»NrTAPE BY 3M 






A clear cellophane tape for general ofi«ce use It is non-yellowmg 


Perfect 


mending and holding where aging is not a factor 






STOCK 


SPEEDIE 








ORDER NO. 


ORDER NO. 


WIDTH 


LENGTH 


( on 


MM-600-121296 


MMVK)95 




1296- 


SI 40 


MM-(00-34l296 


V.MM-IOS 




1296- 


1 9T 


MM-600-1 22592 


MMM-100 




2592" 


2 29 


MM-600-342592 


MMM-110 




2592- 


3 34 


MM-600*12592 


MMM-nS 


r 


2592" 


4 j( 



"HIGHUND' CELLOPHANE TAPl BY 3M 

Quality cellophane tape at a modest price for those wl'o are cost conscious 



STOCK 
ORDER NO. 


SPEEDIE 
ORDER NO. 


WIDTH 


LENGTH 


ROLL 


MM-5910-121296 


MMM-160 




3296* 


S 62 


MM-5910-341296 


MMM.170 




1296* 




MM-5910-122592 


MMM-165 




2r92' 


1 21 


MM-5910-342592 


MMM-175 




25^2* 


1 7b 


MM-5910-12592 


MMM-180 




25S2' 


2 2t 



"HIGHUND" PERMANENT MENDING TAPE BV 3M 



fiesists moisture. 


invisible on the job 


, you can write 


on It, and \\ 


'S permanert 


STOCK 


SPEEDIE 








ORDER NO. 


ORDER NO. 


WIDTH 


LENGTI- 


ROU 


MM-6200.121296 


MMM-165 




1296" 


$1 15 


MM-6200-341296 


MMM-195 




1296- 


1.60 


MM*6200-1 22592 


MMM-206 


Vi* 


2592" 


1 95 


MM*6200-342592 


MMM-207 




2592" 


2 77 


MM«6200-12592 


MMM.205 


T 


2592* 


3 4.; 



ERJCM 



Pritti lubitct to ch«n|i without notici 



CCopvriiM IfM I 
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Scotch Tape 




JMASKING TAPE BY 3M 

' Top quality masking tape that is ideal for paint masking Its superior adhesrv«> 
and ease of removal makes th:s one of the best tapes on the market 



STOCK 


SPEEDiE 


ROLL 


ROLLS 




OKDER NO. 


ORDER NO. 


SIZE 


PER CTN. 


ROLL 


. MM-202-12C0 


MMM-060 


Vj " X 60" 


72 


S2 98 


MM. 202-3460 


MMM-065 


»/4 ' X 60" 


48 


3 67 


MM-202.160 


MMM-&70 


r X 60" 


36 


460 


MM.202-260 


MMM.075 


2- x60' 


24 


9 20 



MASKING TAPE BY 3M 

A natural colored crepe tape An all purpose tape for various bur>dling 
packaging or protecting applications throughout the office or home 



STOCK SPEIDIE 


ROLL 


ROLLS 




ORDER NO. ORDER NO. 


SIZE 


PER BOX 


ROLL 


MM-181P MMM-390 


*/4 • X 300* 


12 


S 88 


MM-182P MMM-391 


vr X 2160- 


12 


2 99 


MM-183P MMM-392 


r X 2160' 


12 


411 


MM-1S4P MMM-393 


IVj- X 2160' 


12 


618 


' MM*18aP MMM-395 


IVj" X 300- 


12 


1 72 


'HIGHLAND'' MASKING TAPE BY 3M 




A very irtexperuive paper tape that is ideal for general use where price is a 


factor Bulk packed, 








STOCK SPEEDIE 


ROLL 


ROLLS 




ORDER NO. ORDER NO 


SIZE 


PER CTN. 


ROLL 


. MM. 2301 -1260 MMM.210 


Vj ' X 60- 


72 


$1.45 


^ •MM.2301-3460 MMM-215 


V4 • X 60- 


48 


1 80 


MM*i301-1M) MMM-220 


r x60' 


36 


2 40 


. MM-2301.260 MMM-230 


2* x60- 


24 


4 80 



MASKING TAPE BY 3M 

A tough and extremely smooth natural colored crepe paper tdpe Exit* ."cr 
tape for paint masking as welt as many general purposes, such as. holdm^ 
bundling, protecting and miscellaneous industrial appltcatton^ 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



ROLL 
SIZE 



ROLLS 
PER CTN. 



ROLL 



MM. 232^1260 
MM-232.3460 
MM*232.160 
MM. 232* 260 



MMM-235 
MMM-240 
MMM-245 
MMM.255 



'r X 60" 

i" X 60" 
1 " X 60- 
2* X 60" 



72 
46 
3b 
24 



Sn3 

2 67 

3 5b 
711 



GLASS YARN flLAMENT TAPE BY 3M 

A transparent tape reinforced with continuous glass yarn ftlamfnts Stair 
resistant, mirror finish, aggressive high shear adhesive Preferred construe tic 
for broad spectrum use on corrugated containers in bundling hoiamK 
re nforcing Film backing provides excellent abrasion, moisture and scut' 
resistance. non-Curling dispensability even under conditions ot hie;h humtditv 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



ROLL 
SIZE 



ROLL 
PER CTN 



ROLL 



MM •898 
MM. 898 
MM-898 



MMM-330 
MMM.335 
MMM-340 



Vr X 60" 
»/4- X 60" 
r X 60' 



72 
46 
36 



54 27 

5% 
7 73 



RLAMENT TAPE HAND DISPENSER BY 3M 

Speeds up wrapping of packages, books and other obtects Made or st.rrj 
metal, holds tape up to V wide For rolls 60 yds long with a ^ co't 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



EACH 



MM-H.120 Metal 
MM-H-12 Plattic 



MMM-043 
MMM-044 



$22 40 
IS IS 



HAND TAPE DISPENSERS BY 3M 

Perfect for those who need to take tape with them, also fits easily into your desk drawer 
Twelve per box 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



HOLDS TAPi 
SIZE UP TO 



COLOR 



EACH 



MMH.126 
MM.H-127 



MMM-045 
MMM-050 



X 12%" 
X 12%- 



Smoke 
Smoke 



$ 59 

59 



Pncei lu'jjfct lo change wtihoul rtouit 



100 



dXopviithl 1M« I Sitfn 



MAGIC TMNSPAKNT TAPE BY 3M 

Frosty appearing on the roll yet Invisible on most papers Resists cracking and yellowing 
with age Tape can be written on, Designed for pe. inent paper mending Complete 
with its own hand dispenser 



STOCK 
ORDER NO. 


SPEEDrt 
ORDEvI NO. 


ROLL 
SIZE 


ROILS 

nn BOX 


ROLL 


MM.102A 
MM.104A 
MM.105A 
MM-119A 
MM-121A 
MM.122A 


MMM-355 
MMM-150 
MMM.155 
MMM-356 
MMM.359 
MMM.362 


Vi • X 250* 
V," X 450- 
»/i • X 300- 
Vj* X 800' 
Vi • X 950- 
X 650* 


24 
24 
24 
24 
24 
24 


S 75 

1,02 
1 02 
1.54 
1 78 
1.78 




TRANSPARENT CEUOPNANE TAPE BY 3M 




Top quality cellophane lapo complete with its own handy dispenser 


STOCK 
ORDER NO. 


SPEEDIE 
ORD^R NO. 


ROLL 
SIZE 


ROLLS 
PER BOX 


ROLL 


MM-144A 
MM-174A 


MMM.36I 
MMM.632 


Va- X 500 
Vi* X 1100' 


24 
24 


S 83 
140 




ECONOMY CELLOPHANE TAPE BY 3M 




Famous 3M quality at a price that even the most thrifty can appreciate 


STOCK 
iRDER NO. 


SPEEDIE 
ORDER NO. 


ROLL 

SIZE 


ROLLS 
PER BOX 


ROLL 



MM.RK.2A 
MM-RK-S 



M MM -.165 
MMM.367 



Vj* X 800" 
Vj" X 1100* 



24 
24 



$74 

91 



STRAPPING TAPE BY 3M 

^ Reinforced file tape that is extra strong Used fof bundling, reinforcing and packaging 
STOCK SPEEDIE ROLL ROUS 

ROLL 



L ORDER NO. ORDER NO. 



SIZE 



PER BOX 



MM< 
MM' 



44P 
46P 



MMM 
MMM 



370 
371 



Vi • X 350" 
y* • X 300- 



12 
12 



SI 79 

219 



DOUBLE STICK TAPE BY 3M 



I A transparent tape w.th adhesive on both sides Use fof attaching one piece of paper 
to another, or for mounting pictures or sa-riplf swatches in albums or catalogs and 



1 STOCK SPEEDIE 


ROLL 


ROLLS 




ORDER NO. ORDER NO. 


SIZE 


PER BOX 


ROIL 



MM-137P 
MM-66S 
MM.665 
MM. 665 



MMM- 376 
MMM. 377 
MMM. 378 
MMM '379 



vr 

Vi • X 450- 
V, - X 900- 
' X 1296' 
X 1296" 



Vj' 



12 
12 
12 
12 
12 



SI 39 

2 53 

3 20 

4 56 
6 02 



PACKAGING SEALING TAPE BY 3M 



Scotch Tape 



I A natural colored kraft paper tape created especially for sealing parcels, large 
[fnvrlopc^ and storage cartons Stronger and heavier weight than masking tape 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



ROLL 
SIZE 



ROLLS 
PER BOX 



ROLL 



MM.123P 
MM.12SP 
MM-149P 



MMM- 380 
MMM-381 
MMM. 383 



IV,* X ISO- 
IV,' X 400- 
IV,- X 1000- 



12 
12 
12 



S 91 

1 84 
400 



DRAFTING TAPE BY 3M 



|A natural colored pap*»r tape Thin, comfortable and flexible Designed for holding 
drawings, bluppnnts or tracings to drawing boards Easy removal Comes in handy 
dispenser 



1 STOCK 


SPEEDIE 


ROLL 


ROLLS 




ORDER NO. 


ORDER NO. 


SIZE 


PER BOX 


ROLL 



MM-172P 



MMM 385 



Vi " X 400' 



12 



SI 32 



CopyriRht 19S6 C St»/n 



ERIC 




Bali Point Pens 



^36 




ERASERMATE II PEN BY PAPER MATE 

Stick pen Style eraidble ink Ink becomes pernwiu*nt 2-4 hr> after v\riii% Itj. 
not tear paper Color of pen li color ot ink bprm^; iieel clip Nut retilUibu Uu- 
per box 



STOCK 


SPEEDIE 




f 




ORDER NO. 


ORDER NO. 


DESCRIPTION 


COLOR 


EACH 


PM.391-01 


PMP-SOB 


Medium 


Blue 


> 60 


PM-392-01 


PMP-soy 


Medium 


Ked 


bv 


PM-393-01 


PMP-510 


Mediunt 


Black 




PM-396'01 


PMP.511 


fine 


Blui 




PM'397.01 


PMP-SII' 


Fine 


Ked 


yi 


PM«398-01 




Fine 


BIdck 


Ml 



98 PEN BY PAPER MATE 

•America's best selling dollar ball pen Stylish colors trimmed m c hfume 
blue ink One dozen per box 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



EACH 



PM-354.01 PMP.155 $1 00 

MALIBU P£N BY PAPER MATE 

True economy combined with the performance of a pc^er point refill mak< '^ • 
an excellent choice Chrome trimmed with pidstic barrel Assorted color) Blut n 
refill One dozen per box 



STOCK 
ORDER NO 



SPEEDIE 
ORDER NO 



EACH 



PM-355-01 PMP-160 S2 1U 

CONTOUR GRIP PEN BY PAPER MATE 

The retractable ball pen that features the exclusive contour gnp tor evtr 
comfort Satin chrome trim with plastic barrel Assorted color) Blue ^w^^{.. 
One dozen per box 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO 



EACH 



PM*3bO-01 PMP.165 10 

PROFILE PEN BY PAPER MATE 

Writes at any angle ewen upside down Has chrome cap. plastic barrel^ Biu 
refill Available in two barrel widths 



STOCK 


SPEEDIE 


BARREL 






ORDER NO. 


ORDER NO 


SIZE 




EACH 


PM-141.61 


PMP-170 


Slim 




i i 'J * 


PM-142.61 


PMP.175 


Regular 






ONE FOR ALL BALL PEN REFILLS BY FISHER 




Fits over 171 pens, including Paper Mate, Bic-Clic Scriptu 


V\earever 


etc Ont 


per box 










STOCK 


SPEEDIE 








ORDER NO. 


ORDER NO. 


COLOR 


POINT 


EACH 


FP.4 


FIS-005 


Black 


Mf dijn^ 




FPI 


FIS-010 


Blof 


Medium 


"v 


FP.2 


FlS-015 


Kvd 


Mediun) 


7v 


FP.14 


FlS-020 


Black 


Fine 


7y 


FPU 


FlS-025 


Biuf 


Fine 


7'J 


FP.12 


FIS-030 


Ked 


Fine 


ft' 




CROSS REFILLS BY FISHER 






Fits ail Cross ball 


pens Packed one dozen 


per bo^ 






STOCK 


SPEEDIE 








ORDER NO. 


ORDER NO. 


COLOR 


POIST 


EACH 


FP.CI 


FIS.035 


Qluf 


Mcrijuni 


SI c 


FP.C4 


FlS-040 


Black 


Medium 


1 


FPCIF 


FlS-045 


Bluf 


\ me 


1 Of 


FP.C4F 


FIS-050 


Black 


f me 


1 Oi 



PEN AND PENCIL GIFT SETS BY PAPER MATE 



Attractive economically priced gift sets Superbly cratteci 


v\ritin^ instru 


elegantly gift -boxed 








STOCK 


SPEEDIE 






ORDER NO. 


ORDER NO. 


COLOR 


PRICE 


PM-514.05 


PMP.585 


Antique Cold 


iH 


PM 114*05 


PMP-5B6 


Pf n Onlv 


1.' U' 


P.M-51605 


PMP-567 


Antique Chroni 




PM-11605 


PMP.588 


Pen Orih 


9 IK' 




STAY PUT PEN BY ROGERS 




A pen that is used any place it niust stav 


Sliiinlesj >ti el t lidin 


Jtijchfd tu L>j 


adheres to any clean flat surface Refill 


pens availcil)le 




STOCK 


SPEEDIE 


INK 




ORDER NO. 


ORDER NO 


COLOR 


EACH 


ROC-210906 


ROC -001 


Blaik 


>J J'. 


ROC-2109-07 


ROC -002 


Blue 


\ J> 


ROC-210806 


ROC -003 


Black Ketill 


1 U% 


ROC-210807 


KOC-004 


Blue Ketill 


1 lo 



»ut>i«ct 10 change v^ithoul f>oii(« 



Ball Point Pens 



BALL POINT PENS BY BIC 

'Writes First Time, Every Time" available in a writing style that's best for you One 
ten per box 



STOCK 
ORDER NO. 



BIC-MS-11 

BIC*MSH 

BIC -MS -11 

BIC-MS-11 

BIC-FSH 

BtC-FS-11 

BIC-FS.11 

BtC'FSn 

BIC-AFU 

BtCAFU 

BIC-AF.11 





r vini 1 






XJKVtn rt\J. 


CTVI t 




r ATM 


BIC-005 


Medium 


Blue 


S 35 


BIC-010 


Medium 


Black 


35 


BIC-015 


Medium 


Red 


.35 


BIC-020 


Medium 


Creen 


.35 


BIC-025 


Fine 


Blue 


.45 


BIC-030 


Fine 


Black 


.45 


BIC-035 


Fine 


Red 


45 


BIC-040 


Fine 


Creen 


45 


BIC-045 


X-Fine 


Blue 


.79 


BIC-050 


X-Fine 


Black 


79 


BlC-055 


X-Fine 


Red 


.79 



BIRO FENS BY BIC 



Tungsten carbide ball for ultra smooth writing Round lightweight barrel fits 
comfortably m your hand Cap indicates ink color One dozen per box 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



POINT 
STYLE 



INK 
COLOR 



EACH 



BIC-GSF-11 

BIC-CSF.11 

BIC*CSF*11 

BtC-GSM-ll 

BIC-GSM-11 

BIC-CSM.11 

BIC-GSM-n 



BlC-214 
BIC-215 
BIC-216 
BlC-210 
BIC-211 
BIC-212 
BIC-213 



Fine 
Fine 
Fine 

Medium 
Medium 
Medium 
Medium 



Blue 

Black 

Red 

Blue 

Black 

Red 

Creen 



S39 

39 
.39 
.29 
29 
29 
29 



OFFICE PRODUCTS BALL POINT PENS BY PAPER MATE 

Features an extra large ink supply that writes for over a mile Backed by Paper Mate 
Quality One dozen per box 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



POINT 
STYU 



INK 
COLOR 



EACH 



PM03M1 
PM-332-11 
PM-333 H 
PM-334-11 
PM036-11 
PM037.11 
rM038*11 
PM-931-01 
PM>932 01 
PM-933 01 
PM-934.01 
7M-936 01 
PM -937^01 
PM>938 01 
PM.911.01 
PM-91201 
PM«913*01 



PMP-005 
PMP-010 
P*1P-015 
PMP-016 
PMP-020 
PMP.025 
PMP.030 
PMP.590 
PMP-591 
PMP.592 
PMR.593 
PMP-594 
PMP-595 
PMP.596 
PMP-597 
PMP-598 
PMP-599 



Medium 

Medium 

Medium 

Medium 

Fine 

Fine 

Fine 

Medium 

Medium 

Medium 

Medium 

Fine 

Fine 

Fine 

X-Fine 

X«Fine 

X«Fine 



Blue 

Red 

Black 

Creen 

Blue 

Red 

Black 

Blue 

Red 

Black 

Creen 

Blue 

Red 

Black 

Blue 

Red 

Black 



S29 

.29 
29 
29 
39 
39 
.39 
35 
35 
35 
.35 
45 
45 
45 
79 
79 
.79 



STAINLESS STEEL BALL POINT PENS BY BEROL® 



Same qwality as above only with additional feature of an eraser at no extr? cost One 
dozen per box 



L STOCK 


SPEEDIE 


POINT 


INK 




■ ORDER NO. 


ORDER NO. 


STYLE 


COLOM 


EACH 


1 BfRSS4E 


BER'180 


Medium 


Blue 


S49 


^ BERSS4E 


BER-185 


Medium 


Black 


.49 


1 BER.S54E 


BER-190 


Medium 


Red 


49 


1 BER.SS42E 


BFR-220 


X • Fine 


Blue 


49 


■ BER-S^42E 


BE R' 225 


X-Fmp 


Black 


.49 


■ BERSS42E 


BER-230 


X-Fine 


Red 


49 



REFILLARLE BALL POINT PENS BY PILOT 

Features a tungsten carbide ball encased in a tough, stainless steel tip Tinted crystal 
batffl Refillable One dozen per box 



:tock 

ORDER NO. 



PITBP.SM 

PlIBPSM 

PIT.BPS.M 

PIT. BP'S. M 

PLT.BP.SF 

PIT.BPSF 

PITBP.SF 



f» Wht»<t 10 ch»»»t* *ilhoul roiii r 



SPEEDIE 


POINT 


INK 




ORDER NO 


STYLE 


COLOR 


EACH 


PLT-1000 


Medium 


Black 


S79 


PLT-1001 


Medium 


Blue 


79 


PLT'1002 


Medium 


Red 


70 


PIT. 1003 


Medium 


Creen 


79 


PIT -1004 


Fine 


Black 


79 


PIT. 1005 


Fine 


Blue 


79 


PLT.Wi 


Fine 


Red 


79 



'^'CopvrlKhl t Slern 



ERIC 
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Iders 




PRESSBOARD FILE FOLDERS BY GUSSCO MFG. 

Top quality green pressboafd provides long wear, Packed 25 per box ' 



STOCK 
ORDERNO 



SrEEDIE 

ORDER NO. 



CS-S4500 
CS-S4502 
CS-S4503 
CS-S4505 
CS-55SOO 
CS- 55503 



SIZE 



TAB 

CUT 



CS.315 
CS.320 
CS-325 
CS-330 
CS-335 
CS-345 



BOX 



Letter 
Letter 
Letter 
Letter 
Legal 
Legal 



Straight 
Vt 
V» 
% 

Straight 



$22 50 
22 50 
22 50 
22 50 
29 25 
29 25 



f ARTITiON FOLDERS BY GUSSCO iMFG. 

/m^ c ''wT^ P^^«5bo«rd Partitions are 18 point kraft Fasteners are bu.. 
^fS^^^ ^^^"^^ -°'^> 



STOCK 
ORDER NO. 



CS-60950 
CS-i095l 
CS-60900 
CS-60901 
CS-61950 
CS-619S1 
CS-61900 
CS-61901 



SPEEOIE 
ORDER NO. 



SIZE STOCK 



CS.265 
C5-260 
CS-295 
CS-290 
CS-260 
CS-275 
CS.31O 
CS-305 



Letter 
Letter 
Letter 
Letter 
Legal 
Legal 
Legal 
Legal 



NO. OF 
PARTITIONS 



Red 

Green 

Red 

Green 

Red 

Green 

Red 

Green 



QTy 




BOX 


BOX 1 


20 


$62 00 ♦ 


20 


62 00 . 


15 


5400 1 


15 


54 00 k 


20 


7200 i 


20 


72 00 , 


15 


63 00 { 


15 


630; 1 



PRESSBOARD FILE FOLDERS BY OXFORD^ 

r "/xp"":;'? 25 perU' ^^'^ ^^V'"* 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



OXF.4103 

OXF-9200 

OXF.9200T% 

OXF.92OOTI4 

OXF-9200T!4 

OXF-9300 

OXF-9300T*/i 

OXF-9300T'yi 

OXF•9300T•^ 



SIZE 



TAB 

CUT 



OXF.339 
OXF-340 
OXF.345 
OXF.35O 
OXF.355 
OXF.360 
OXF-365 
OXF.370 
OXF-375 



BOX 



Letter 

Letter 

Letter 

Letter 

Letter 

Legal 

Legal 

Legal 

Legal 



Vi 

Straight 
Vt 

Straight 
V. 

Vi 



$32 89 
$23 32 
24 20 
24 20 
24 2C 
30 09 
30 98 
30 98 
30 98 



FASnNER FOLDERS BY OXFORD^ 

multmt/d^';/mi!l!t°/"^^^^^ holders with Lesspace* fasteners are designed to house 
Sons l^nd 3 ^ "^'"'^^ '""^"^^ 



STOCK SPEEDIE 
ORDER N O. ORDER NO. 



OX^-FM2l3» 
OXF.FM313» 
OXF.FK213* 
OXF.FK213* 
OXF.FP213 



OXF-300 
OXF-301 
OXF-305 
OXF-306 
OXF-310 



SIZE POINT STOCK 



Letter 
Legal 
Letter 
Legal 
Letter 



QTy 

PER BOX 



BOX 



11 
11 
11 
11 
25 



OXF.FP213 OXF.31I 
'Reinforced top 



Legal 25 



Manila 
Manila 
Kraft 
Kraft 

Blue Pressboi^rd 
Type II 

Blue Pressbo«>rd 
Type II 



50 
50 
50 
50 
25 

25 



$19 55 
22 0$ 
2005 
22 80 
3011 

35 2e 



PACKAGED MANIU FlU FOLDERS BY OXFORD® 

\hl T * ^"^^^ quantity of folders is needed, these packages are 

tne perfect answer. Twelve per package 



STOCK 
ORDER NO, 



SPEEDIE 
ORDER NO. 



OXF-D722 
OXF-D722-13 



SIZE 



TAB 

CUT 



OXF.985 
OXF-986 



PKCS. 
PER CTN. 



Letter 
Letter 



Straight 



PACKAGE 



40 

40 



$2 20 

2 20 



FOLDERS WITH PRINHD TABS BY OXFORD^ 

ll.m.nau?rti'"A^^^^ ^^V have printed tab indexmg that 



STOCK 
ORDER NO- 



SPEEDIE 
ORDER NO. 



STYLE 



OXF.7S2-2S OXF-987 a-2 
OXF.7S3-2S OXr.988 A-2 
OXF-1S2-12 OXF-989 jan -Dec 
OXF-1S2.31 OXF-990 1-31 
Wice> subifci (0 ch«n|f withoul noiirr 



FOLDERS 
PER SET 



SETS 
PER BOX 



SET 



25 Letter Sue 
25 Legal Sire 
12 Letter Si/e 
30 Letter Size 



6 $5 48 

1 7 20 

6 4 67 

4 10 03 , 

: CopyM|hl IHb f Sttir ! 



104 



File Folders 



MANIU FILE FOLDEIS BY OXFORD® 

better grade stock formulated for greatest tearing, folding, and bursting stre .gth 
a popular price equal to most "other brand" first grade folders In 11 poinMOO 
r box. 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



SIZE DESCRIPTION 



XF-752 
XF-75212 
Xr-75213 
XF-75215 

OXF-752131 
XP-752132 
XF-752133 
Xr7S3 
XF-75312 

OXF'7S313 
XP-7531S 



OXF-005 Letter Straight Cut 

OXF-OlO Letter H Cut. Assorted Positions 

OXF-015 letter H Cut. Assorted Positions 

OXFO20 Letter % Cut. Assorted Positions 

OXF-165 Letter H Cut 1st Position 

OXF-190 Letter H Cut. 2nd Position 

OXF-195 Letter H Cut. 3rd Position 

OXF025 Legal Straight Cut 

OXFO30 Legal )4 Cut. Assorted Positions 

OXFK)35 Legal % Cut Assorted Positions 

OXF-04C Legal % Cut. Assocted Positions 

COLORED nil FOLDERS BY OXFORD^ 



Reversible Five colors become ten when folders are turned inside out Use colored 
Iders to code your filing system. Made from durable 11 point stock. 100 per box. 

STOCK 
DER NO. 



SPEEDIE 
ORDER NO. 



COICR SIZE DESCRIPTION 



0XF-1S2 
XF.152 
XF.152 
XF-IS:^ 
XF-1S2 
OXF-15213 
OXF-1S213 
XF-15213 
XF-1S213 
XF-15213 
OXF-15313 
OXF-1S313 
XF-15313 
XF-1S313 
XF-1S313 



OXF.221 
OXF.222 
OXF.224 
OXF-226 
OXF-227 
OXF-200 
OXF-205 
OXF-215 
OXF-220 
OXF-219 
OXF-230 
OXF-231 
OXF-232 
OXF-233 
OXF-234 



Blue 

Green 

Orange 

Red 

Yellow 

Blue 

Green 

Orange 

Red 

Yellow 

Blue 

Green 

Orange 

Red 

Yellow 



Letter 
Letter 
Letter 
Letter 
Letter 
Letter 
Letter 
Letter 
Letter 
Letter 
Legal 
Legal 
Legal 
Legal 
Legal 



Straight Cut 
Straight Cut 
Straight Cut 
Straight Cut 
Straight Cut 
WCut. Assorted 

Cut. Assorted 
y* Cut. Assorted 
y» Cut. Assorted 
V4 Cut. Assorted 

Cut. Assorted 
y» Cut. Assorted 
'A Cut. Assorted 
V» Cut, Assorted 
y* Cut. Assorted 



Positions 
Positions 
Positions 
Positions 
Positions 
Positions 
Positions 
Positions 
Positions 
Positions 



KRAFT FILE FOLDERS BY OXFORD® 



strong unbleached sulphate stock of smooth surface and pleasing appearance. 
00 per box 



STOCK 



SPEEDIE 



ORDER NO. 


SIZE 


DESCRIPTION 


BOX 


OXF-265 


Letter 


Straight Cul 


SI 3 20 


OXF.270 


Lette» 


!4 Cut, Assorted Positions 


13.20 


OXF.275 


Letter 


ya Cut. Assorted Positions 


13 20 


OXF-280 


Letter 


% Cut. Assorted Positions 


13.20 


OXF-276 


Letter 


Vj Cut. 1st Position 


13.20 


OXF-277 


Letter 


W Cut 2nd Position 


13 20 


OXF-278 


Letter 


W Cut. 3rd Position 


13.20 


OXF-26S 


Legal 


Straight Cut 


17.22 


OXF-290 


Legal 


H Cut. Assorted Positions 


17.22 


OXF-295 


Legal 


y^ Cut. Assorted Positions 


17.22 


OXF-296 


Legal 


y^ Cut. 1st Position 


17 22 


OXF-297 


Legal 


W Cut. 2nd Position 


17,22 


OXF-298 


Legal 


W Cut. 3rd Position 


17.22 



F-RX1S2 
F-RK1S212 
XF-RK1S213 
XF*RK1S215 
•RK152131 
F-RK1S2132 
F-RK1S2133 
F-RK153 
•RK1S312 
F-RK1S313 
•RK1S3131 
F-RK1S3132 
•RK153133 



MANILA SHELF FILE FOLDERS BY OXFORD® 

ade from durable 1 1 poi nt oxford ma nila wide tab for extra label space Folders 
9Vi" high X 12y4'' wide with tab 100 per box 



STOCK 
DER NO. 



SPEEDIE 
ORDER NO. 



SIZE DESCRIPTION 



5752131 OXF-325 Letter V4 Cut. 1st Position 
^5757132 OXF.330 Letter Vs Cut. 2nd Position 
Xr-57S2133 OXF.335 Letter y$ Cut. 3rd Positions 



TWO FIFTHS CUT FOLDERS BY OXFORD® 

Made from Oxford 11 !>omt manila Folders are guide high. 9*^,/ 100 per box. 



TOCK 
DER NO. 



SPEEDIE 
ORDER NO. 



SIZE STOCK DESCRIPTION 



75225RE OXF-314 Letter 

R7522SRE OXF-315 Letter 

F»R7S225RC OXF-320 Letter 

•RK1S22SRC OXF-321 Letter 

tubi^ct to ch«n|f Hithoul noi.«e 



Manila % Cut. Right End 

Manila \ Cut. Right End 

Manila % Cut. Right Center 

Kraft % Cut. Right Center 



ERIC 




16.32 
16 32 
16.32 



S1 1.63 
14.27 
14.27 
13.20 



(DCopyrlght 1H4 f Strfn 



105 



File Folder Labels 




FlU FOLDfR LABELS BY AVERY 

Make labelmg folders an easy task Just run the self -addressed labels 
tvpevvriter and in seconds you can color code and identify the lolder A^ 
two convenient styles 



thro \(.. 
dlldtxt . 



STOCK 
ORDCR NO. 



SPEEOIf 
O.^OER NO. 



SIZE 



AVV.FF.3 

AVV-FF-J 

AVY.Ff-3 

AVY.FF.3 

AVy.FF-3 

AVy.FF-a 

AVV.FF.3 

AVV.FF-3 

AVy.fF.3 

AVV.FF.3 

AVV.FF-3 

AVV.FF.3 

AVV.RLI.5 

AVVRLL-S 

AVVRLL-S 

AVV.RLL.S 

AVV.RLL-5 

AVV-RLL-5 

AVV.RLL.S 

AVV.RLL-S 

AVV.RLL.S 

AVVRLLS 

AVVRLl-S 

AVVRLLS 



AW -020 

AVV.025 

AVY.O30 

AVY.035 

AVY.040 

AVY-045 

AVY-OSO 

AVY.OSS 

AVY.060 

AVY.065 

AVY.070 

AVy.07S 

AVY.270 

AVY-27S 

AVY.280 

AVY.285 

AVY-290 

AVY.29S 

AW. 300 

AW -305 

AVY.310 

AW- 31 5 

AW' 320 

AW. 325 



COLOR 
CODE 



u 

"/.•• 

"/.•• 
7,." 

7..' 

7,.- 
7..- 
7,.- 

7i.- 



' X 3y,r 

X 37,.- 

X 3V,r 
X 3'/,.- 
X VW 
X VU' 
X 3V,i* 

X 3;,.* 

X 

X 3'/,." 
X 3'/,,- 
X 3'/,,- 
X 3'/,.- 
X 3^,.- 
X 3J,.- 
X 3V,,- 
X 3V„' 
X 3'/,.' 
X 3'/,.- 
X 3'/,." 
X 3V,.- 
X 3%e- 
X 3V,.- 



FORM QTY 



Black 


Sheet 


24h 


Coral 


Sheet 


248 


Ok Blue 


Sheet 


.*?4b 


Dk Red 


Sheet 


24b 


Green 


Sheet 


248 


Lt Blue 


Sheet 


248 


Lavender 


Sheet 


248 


Orange 


Sheet 


248 


Purple 


Sheet 


248 


Tan 


Sheet 


248 


White 


Sheet 


248 


Yellow 


Sheet 


248 


Dk Blue 


Roll 


250 


Dk Red 


Roll 


250 


White 


Roll 


250 


Green 


Roll 


250 


Purple 


Roil 


250 


Orange 


Roll 


250 


Lt Blue 


Roll 


250 


Lavendar 


Roll 


250 


Coral 


Roll 


250 


Yellow 


Roll 


250 


Tan 


Roll 


250 


Black 


Roll 


250 



_ PRia_ 

s 5: 

3 55 U 
3 55 t. 
3 5S U 
3 55 Li 
3 55 b; 
3 55 Li 
3 55 t. 
3 55 
3 55 U 
3 55 t> 
3 69 t\ 
3o9 r. 
3 69 n 
< 09 rl 
3 69 r! 
3 09 ri 
3 69 rl 
3 69 r: 
3 69 fl 
3 69 r: 
3 t)9 f." 
3 09 f! 



ROI-UBEIS BY OXFORD 

hfolf v/*^ continuous typing, label size is V/,- high by 3'/," wide, folded s.^e \ 
pacKed in a self .dispensing box. 



STOCK 
ORDER NO. 



SPEEOIE 
ORDER NO. 



OXF.R444 
OXF.R444 
OXF.R444 
OXF-R444 
OXF.R444 
OXF.R444 
OXF.R444 
OXF R444 



COLOR 



ROLL 



OXF-180 
OXF. 829 
OXF-630 
OXF-631 
OXF. 632 
OXF. 633 
OXf-634 
OXF. 635 



White 

Buff 

3lue 

Salmon 

Cherry 

Green 

Canary 

Manila 



$1 68 
1 68 
1 66 
1 68 
1 68 
1 68 
1 68 
1 08 



DRI-UBELS BY OXFORD 

f7rf»Pr" No DrKabels adhere to folder tabs with ,ust the touch of a 

asTou tvoT^e^^^^^^ ^ °i '^^^'^ ' self -di.pensin, box un Jno 

s»zr%-H^3y * W * headings on smudge-resistant IdU'l stock Ldbci 



STOCK 
_ORDER NO. 



OXF.OR44 
OXF.OR44 
OXF.OR44 
OXF.OR44 
OXF.OR44 
OXF.OR44 
OXF.OR44 
OXF.OR44 
OXF.OR44 



SPEEOIE 
ORDtR NO. 



OXF. 175 
OXF. 821 
OXF. 622 
OXF. 623 
OXF. 824 
OXF. 625 
OXF. 826 
OXF. 620 
OXF. 619 



COLOR 


ROLL 


White 


S3 91 


Red 


3 91 


Orange 


3 91 


Yellow 


3 91 


Bright Green 


3 91 


Dk Blue 


3 91 


Lt Blue 


3 91 


Lt Green 


3 91 


Lt Yellow 


3 91 



n 

LOR 



ROll ADDRESS UBELS BY AVERY 

a^^'drSmgiobs'^^''''' '''' convenient to use, especially tor large: 



STOCK 
ORDER NO. 



SPEEDU 
ORDER NO. 



LABEL 
SI21 



AW- 5355 
AVY.5356 



AVY.391 
AVY.369 



4* X 1'^,- 
3-x »V 



fttiti kubirci to chifi^r v^iihouj ftoiut 



LABILS ROLLS 1 

PER ROLL PtR CARTO N ROM J 

200 12 ' s'tJJ* 

200 12 3 15 
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KNDAFLEX® FOLDERS BY OXFORD^ 

per box up> lo insure $mooth gliding action on rails 25 foldc- 



STOCK 
OKDEK NO. 



OXF.4152 

OXF.41S213 

OXr.41S215 

OXF.4153 

OXF.415313 

OXF-415315 

OXF.4l5f 

OXF.4159 

OXF-4159K2 

OXF-4l52t2 
0XF.4152<3 
OXF.4l52t4 
OXF«4153t2 
OXF.4l53t3 
OXF.4153t4 



SFEEOIE 
OKDEK NO. 



OXF.041 
OXF.045 
OXF-050 
OXFOSI 
OXF.055 
OXF.060 
OXF.061 
OXF.062 
OXF-063 

OXF.41O 
OXF.415 
OXF-420 
OXF.425 
OXF-430 
OXF-435 



SIZE DESCKiPTION 



Letter Straight Cut 

Letter H Cut 

Letter % Cut 

Legal Straight Cut 

Legal w Cut 

Legal % Cut 

X;R«y St. Cut. 14' X 18* 

OkU St. Cut. 12' X 15/4' 

Data St. Cut. 2' Cap. 12' x IS/*' 
iOX SOTTOM STYU 



BOX 



Letter 
Letter 
Letter 
Legal 
Legal 
Legal 



St. Cut. 2' Cap. 
St. Cut, 3- Cap 
St. Cut. 4' Cap. 
"it. Cut, 2' Cap. 
it. Cut. 3' Cap 
S» Cut. 4' Cap. 



S10% 

14 02 

1360 
13 03 
1619 

15 71 
3519 
84 85 
98 34 

17 34 

19 05 

20 97 

20 01 

21 99 
24 22 



TWO-TOW COLOIID PENDAFLEX^ FOLDERS lY OXFORD^ 



S?P."SlWoidt^^^^^^^^^ f."" """"V stock .» Oxford . 

bright ,r,,n.,^l w;n,e-JKt de^^ far d!„' «5'"« 5? °" ^5""*^ «"'^ b""' 



STOCK SFEEDIE 
OtPEK NO. Qtn» mn 

OXF.415215 OXF-360 



SIZE DESCRI>TinNf 



0XF*415215 
0XF*415215 
OXF.415215 
OXF.415215 
OXF.415315 
OXF«415315 
0XF«415315 
OXF.415315 
OXF.415315 



OXF'385 
OXF-390 
OXF-3A6 
OXF.3a7 
OXF.395 
OXF-400 
OXF-405 
OXF-406 
OXF.407 



Letter 
Letter 
Letter 
Letter 
Letter 
Legal 
Legal 
Legal 
Legal 
Legal 



14 Cut. Blue 
% Cut. Red 
% Cut. Yellow 
!4 Cut. Bright Green 
!4 Cut. Orange 

Cut, Blue 
% Cut. Red 
% Cut. Yellow 
% Cut. Bright Green 
% Cut, Orange 



BOX 



S14 55 
14 55 
14 55 
14 55 
14 55 
16 81 
1681 
1681 
16 61 
16 61 



HMDAFIEX* INTERIOR FOLDERS lY OXFORD^ 

nott1>M S^^^nl ^? ^" P-^^''-* 'Older 

100 per box "^"^ ^'"^ 0*'°^^ "^^^''^ ^y,,' high x 11 V.- w.dt 



-,,^JPCK^ SPEEDIE 
OKDEK N O. OKDEK NO. 



SIZE DESCKi>TinNf 



I 



OXF.4210 
OXF.421013 
OXF*421015 
OXF*435013 



OXF'440 
OXF*445 
OXF-450 
OXF.451 



Letter 
Letter 
Letter 
Legal 



Straight Cut $1145 

y% Cut. Assorted Positions 11 45 

k Cut. Assorted Positions 11 45 

n Cut. Assorted Positions 1602 



TWO.TONE COLORED PENDAFLU^ iKTERIOR FOLDERS BY OXFORD^ 

interior folders arngfit v ihor^^^^^ ^l^"" ^''^ desk Pendaflex* 

obscure the hangin" feld% u^^^^^ ^^i*' ^.gh so they won t 



^ STOCK SPEEDIE 
OKDEK NO. OKDEK NO. 



OXF.421013 
OXF.421013 
OXF.421013 
OXF.421013 
OXF.421013 
OXF.43S013 
OXF*43S013 
OXF.43S013 
OXF-43S013 
OXF.43S013 



OXF-«40 
OXF^I 
0XF^2 
OXF«843 
OXF<d44 
OXF<850 
OXFOSI 
OXF-852 
OXF'653 
OXF«654 



SIZE DESCKIPTinio 



Letter 
Letter 
Letter 
Letter 
Letter 
Legal 
Legal 
Legal 
legal 
Legal 



Cut. Blue 
Cut. Red 
Cut. Yellow 
Cut. Bright Green 
Cut. Orange 
Cut. Blue 
Cut. Red 
Cut. Yellow • 
Cut. Bright Green 
Cut. Orange 



$13 35 
13 35 

13 35 
13 35 
13 35 
18.50 
18 50 
18 50 
18 50 
18 50 



Price* ftubifci lo ttun^v Miihoul noiiCe 
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Avery Labels 



^ — ... , 




»-a4i3"x3" 80/BOX 



8-3232 2" X 2" 250/BOX 



••202»l)4"x IJs^-asO/BOX 



8-1624 T'xlH" 500/BOX 



J. 



J—J. 



8*812 

lOOO/BOX 



8-1014 V'x*' 

lOOO/BOX 



84IOX''xJi' 

1000/8OX 

a 

1000/eox 



o 



1000/8OX 1000/BOX 



8-8ieH"x 1" 

lOOO/BOX 



fl-806 

■ 1000/BOX 



8-244« lH"x3" 160/BOX 



8-1216 X 'x 1" ^ 

lOOO/BOX 



8-1420 

500/BOX 



Avcfv has every size and 
%«• dra meter to an 8 '/i' 



8-«20 9i"x 13^- 
lOOO/BOX 




Wrr-T ^ 








8-1020 

800/BOX 






1 1, 1. ^ 







S-i26H"x 840/BOX 



S-1224ii"x1)i" 500/BOX 



O 

11-806 

^lOOQ/BOX 




STOCK 
ORDER NO. 



SELF-ADHESIVE UBELS BY AVERY 

shape you need to identify, code, mark or price anvthinfi 
* ir sheet Color. White Packed six boxes l^rcart^^^^ 



■ easily, neatly, quickly From a small 



AVY<^606 

AVY0^12 

AVY.R.505 

AVY.R«)6 

AVY-R.1212 

AVY.R.1616 

AVY.R.2020 

AVY.S-506 

AVY-$-610 

AVY>S420 

AVY.M12 

AVY.S416 

AVY-s-aaa 

AVY.S-1014 
AVY.H020 
AVY-S.1216 
AVY.S.1224 
AVY.S.1420 
AVY.S-1624 
AVY-S-1M6 
AVY.S-2026 
AVY-S-2448 
AVY^3232 
AVY-S4848 
*AVY-S4424 
*AVY-S^32 
AVY.S4446 
*AVY-S-4496 
*AVY-S*6046 
•Label Not Shown 



SPEEOtE 
ORDER NO. 

AVY-635 

AVY-640 

AVV'ISO 

AW 135 

AVV'140 

AVV.145 

AVV-150 

AVV.155 

AVV060 

AVV-165 

AV..170 

AVV.175 

AVV.180 

AVV.185 

AVV.190 

AVV-195 

AVV-200 

AVV.205 ' 

AVV.210 

AVy.215 

AVV-220 

AVV.225 

AVV.230 

AVV.245 

AVV.250 

AVV.235 

AVV.255 

AVy.260 

AVV-240 



SIZE 



V^' X %" Oval 
X V4- Oval 
Diameter 
Vi' Diameter 
V*' Diameter 
1 ' Diameter 
IVi' Diameter 

X ^• 

w X r 
y^* X 1^* 

%' X %' 

V X 

V4- X r 

^' X IH* 

V X ^%' 
r X iw 
r X 3* 

V/4'X 1V4' 

IVi'x 3- 
2* X 2* 
3* X 3* 

4' X 2* 
4- X 3* 
4* X 6* 
5* x3- 



QUANTITY 
PER 80X 



1.000 
1.000 
1.000 
1.000 
1.000 
600 
500 
1.000 
1.000 
1.000 
1.000 
1.000 
840 
1.000 
800 
1.000 
500 
500 
500 
250 
250 
160 
250 
80 
160 
120 
80 
40 
40 



BOX 

$3 95 
4.19 
3.55 
3.55 
4 49 
4 65 
515 

3 5b 
415 

4 49 

3 85 
419 
515 

4 89 
515 
5.15 
3 95 
4.25 
415 

3 89 
3.29 

4 05 

5 29 
415 
5 05 

4 55 

5 05 
4 99 
3 39 




^•ct» lubiKl to (h»n^9 without nou(t 
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GLUE TOP PADS BY AMPAD 

^^"S'gN^a s tZ^t""''" ''''' ^--P— PPeci Twelve 
STOCK 



CRDtRNp. 



APP-21-112 
ArP.21.212 
APP-21020 
APP.21.029 
APP-21.230 



SPEEDIE 
ORDCR NO. 



SIZE 



APP.215 
APp.216 
APP.220 
APP.225 
APP.226 



8W X 11- 
X 11- 

8»/^* X ir 
X 14- 

8'/i- X 14- 



COIOR 

White 

Canary 

Canary 

Canary 

Canary 



PAPER 


PER 


RULING 


DOZEN 


Wide 


S1212 


W.de 


1212 


Legal 


15 60 


Wide 


20 52 


Legal 


15 96 



ICONOMY OFFICE PADS lY TOWER -CROSSMAN 

S^^'cklgt^^^'"^ '"^"'"^ P'P"^ ^''^V sheets per pad Twelve pao. 



STOCK 
ORDER NO. 



TOW-Sa-RVVM 

Tow.sacw 

TOW.t11.WWR 
TOW-811.WNR 
TOW-aiVCWR 

TOW.812.WWM 
TOW.812.CWM 
TOW.814.CWM 



SPEEDIE 
ORDER NO. 



TCC.304 
TCC.305 
TCC-306 
TCC.307 
TCC.30fl 
TCC-309 
TCC.310 
TCC-299 



SIZE 



5- x8" 
5' X 8" 

b'/k' xir 
8V4' xir 
dVi- X IV 

8- X l2'/f- 
8- X 12'/!- 
8" X 14" 



COLOR 



PAPER 
RULING 



While 

Canary 

While 

White 

Canary 

While 

Canary 

Canary 



Legal 
Legal 
Wide 
Narrow 
Wide 

Wide Margm 
Wide/Margin 
Legal 



PER 
DOZE N 

' $ 7C^ 
7 04 
10 77 
10 77 
10 77 
12 3S 
123S 
13 



4 



EVIDENCE LEGAL RULED PADS BY AMFAb 



STOCK 
ORDER NO. 



APP.20.320 
APP. 20-330 
APP-20-204 
APP-20.220 
APP-20-230 



SPEEDIE 
ORDER NO. 



APP-206 
APP-207 
APP.199 
APP.200 
APP-205 



SIZE 



8W X 11^- 
8V4* X 14- 

5* X 8" 
8'/f- X IIV4- 
BVr X 14- 



COLOR 



White 

Whue 

Canary 

Camry 

Canary 



PAPER 


PfR 


RULING 


DOZEN 


Legal 


S14 52 


Legal 


16 20 


Legal 


8 40 


Legal 


14 52 


Legal 


16 20 



EFFICIENCY PERFORATED PADS BY AMPAD 

t!iKoan'j^^°^*^?^ ^'"^ P''"^*^ b'nding. chipboard back Sixteen 

jubsiance^paper Transparem wrapped Fifty sheets per pad Twelve pads p^r pack aT" 



STOCK 
ORDER NO. 



APP-20-104 
APP.20 112 
>^PP.20.120 
APP.20-122 
APP.20-130 
APP.20.134 
APP.20-0(M 
APP.20-012 
AfP-20-020 
APP.20-022 
APP.20-030 
APp.20-034 



SPEEDIE 
ORDER NO. 



APP.030 
APP.035 
APP-040 
APP.04S 
APP.055 
APP-060 
APP.065 
APP.070 
APP.075 
APP.080 
APP.090 
APP.lOO 



SIZE 



5" X 8- 
8'/!- X IIV4- 
8'/!- X IIV4" 

8'/i- X IIV4" 
8'/i- X 14- 
8'/i- X 14* 
5" X 8" 

8'/r X 11%* 

8'/i- X IIV4- 

8yf* X in;* 
8y,* X 14- 
8Vt- X 14* 



COLOR 



White 

White 

White 

White 

White 

While 

Canary 

Canary 

Canary 

Canary 

Canary 

Canary 



PAPER 

RULING 



PER 
DOZEN 



Letial 
Wide 
Legal 

Legal/Narrow 
Legal 

Legal/Narrow 
Legal 
Wide 
Legal 

Legal/Narrow 
Legd' 

Legal/Ndrrow 



S 9 24 
2016 
2016 
20 It 
22 44 
22 44 
9 46 
20tid 
2016 
20 88 

22 44 

23 40 



SCRATCH PADS BY TOWER- CROSSMAN 

SK"SSe''^' ClipboarJb^ck While plain pads Fifty sheets per pad Twelve 



-'OCK SPEEDIE 



^Mtn NO. • ORDER NO. siZt COIOR DOZEN 

Towssp TCO300 FTP wh^ ^r,;r 

TOW.58«P TCC-302 5" x 8* Whit*. c In 

T0W.ai1.WP TCC-303 SV x ir Whue ^lv, 



PiKfi kubt«'Ct to clyn^f ^tihoul noinf 
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Pads 



imciENa CROSS sicnoN pads it ampad 

uled two sides with waterproof ink. Padded «t top. H«s 20 substance white paper, 
orty sheets per pad. Ten pads per package. 



STOCK 
ORDER NO. 



SfEEDIE 
ORDER NO. 



SIZE 



SQUARES 
TO INCH 



PER FAD 



AP^22-022 
AfF*22«025 
AfF-22-026 
AfP-22-027 



APP-105 
APP-110 
APP-115 
APP-120 
APP-125 
APP-130 



en* xir 

8H' X 11' 
8%' X 11' 

X ir 

8^*' X 14' 
8H' X 14' 



4' x4' 

5' X 5' 
8' X 8* 

10' K 10' 
8* X 8' 

10' X 10' 



)3 03 

3 03 
3.03 
3,03 
3.44 
3.44 



EFHCIENa QUADRIUE PADS IT AMPAD 

uled two sides with waterproof ink. Padded at top. Has 20 substance white paper, 
Fifty sheeU per pad. Ten pads per package 



STOCK 
ORDER NO. 

APP-22^ 
APP-22«002 
APP-224)04 
APP*22«005 
APP.22^7 
APP-22^ 



SPE^DIE 
ORDER NO. 



SIZE 



SQUARES 
TO INCH 



APP-133 
APP-134 
APP-135 
APP-140 
APP'150 
APP-155 



8V4* X ir 
8V4* X 11' 
8V4' X ir 

xir 

8V4' X 14' 
8W X 14' 



4' X 4* 

5' X 5' 
6' X 6* 
8* X 8' 
4* X 4' 
5* X 5' 



PER PAD 



$2 38 

2.38 
2.77 
2 77 
3.44 
3.44 



EFFICIENCT QUADRIUE PADS IT TOWER CROSSMAN 

uled two sides, padded at top. Fifty sheets per pad Ten pads per package White paper, 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



SIZE 



SQUARES 
TO INCH 



PER PAD 



TOW^II 
TOW-511 



TC0313 
TCG314 



8H' 
8%' 



xir 
xir 



x4* 
X 5' 



$1.66 

1.66 



COMPUTATION PADS IT DENNISON NATIONAL 

Litho Eye-Ease Paper, sub 16. Ruled five per square ir^h on one side, marginal ruling 
on other. 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



SIZE 



SHEET 
COUNT 



PER PAD 



NRB42-381 
NBB42-382 
NBB42.3e9 



NBB-2000 
NBB-2001 
NBB-2002 



8%' X ir 
8%' X ir 

hVi' X ir 



so 

100 
200 



$1.70 
2.86 
5.50 



QUADRILLE PADS IT DENNISON NATNHML 

Lithographed white paper sub 16. Forty sheets per pad. 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



SHEET SIZE 



RUIING 



PER PAD 



NBB42484 
NBB-42-485 
NBB42486 
NBB42488 
NBB-42-4C0 



NBB*2100 
NBB<2101 
NBB-2102 
NBB-2103 
NBB-2104 



8%* X ir 
8V4' X ir 
8%' X ir 
8%* X ir 



4 Squares/In 

5 Squares/in 

6 Squares/in 
8 Squares/in. 



8V4* X ir 10 Squares/in 



$1.42 
1.42 
142 
142 
142 



tiCopyrtihl im E Sttrn 




COLORED POSY IT^ NOTES BY 3M 

InUoducing new colored PoJt-lt* Nolej from 3M All the tures of regular 
Post-It* Notes. Available in five colors 



STOCK 


SPEEDIE 










ORDER NO. 


ORDER NO. 


SIZE 


COLOR 


MCKED 


PACKAGE 


MM-656 


MMM-656 


2" x3' 


Blue 


12 Pads 


S8 76 




MMM-657 


2' X 3' 


Pink 


12 Pads 


8 76 


MA44S6 


MMM-656 


2* X 3* 


White 


12 Pads 


8 76 


MM-656 


MMM-659 


2* x3' 


Green 


12 Pads 


8 76 


MM-656 


MMM^ 


2* X 3* 


Yellow 


12 Pads 


8 76 


MM-654 


MMM-711 


3" X 3" 


Blue 


12 Pads 


11 76 


MM454 


MMM712 


3* X 3' 


Pink 


12 Pads 


11 76 


MM-6S4 


MMM713 


3' X 3' 


White 


12 Pads 


11 76 


MM454 


MMM'714 


3* X 3' 


Green 


12 Pads 


11 76 


MM-654 


MMM710 


3' X 3* 


Yellow 


12 Pads 


11 76 



POSMr' NOTES BY 3M 

Post-It* Notes from 3M They look like ordinary note paper but are far more 
corwenitnt They have an exciting kind of adhesrve on the back whrch allows them 
to be attached without staples or paper clips 

They'll stick to almost any surface And they're designed to come unstuck whe*^ you 
want them to. 

Post'lt* notes are great for attaching messages to correspondence, routmg sirps 
temporary labels and mdex tabs, correction notations on orrginals and many othe: 
uses. Post-It* Tape is ideal for blind copying, full column changes, copy machine 
Dfockout work and marginal notations on originals 



STOCK 
ORDER l^p- 


SPEEDIE 
ORDER NO. 


SIZE 


COLOR 


PACKED 


PACKAGE 


MM-653 


MMM705 




X 


2* 


Canary 


12 


Pads 


S5 20 


MM-656 


MMM-660 


2* 


X 


3* 


Canary 


12 


Pads 


8 76 


MM-654 


MMM710 


3* 


X 


3* 


Canary 


12 


Pads 


11 76 


MM-657 


. MMM-670- 




X 


4* 


Canary 


12 


Pads 


1392 




MMM715 


3* 


X 


5- 


Canary 


12 


Pads 


15 46 


MM-659 


MMM-675 


4* 


X 


6* 


Canary 


12 


Pads 


24 00 



POST-IT^ TUEPHONE MESSAGE PADS BY 3M 

New Post-It* telephone message pads provide a practical attention-getting way to 
attach messages to the telephone, typewriter, almost anywhere Just fill m the perttnent 
information ar>d stick the message to where it's sure to get noticed 

STOCK SPEEDIE 

NQ, QRfikfiJiQ, COLOR PACKED PACKAGE 

MM7*60 MMM721 Canary 12 Pads $8 44 



POST'IT^ ROUTING REQUEST PADS BY 3M 



l!- routing-request-pads offer an organized, proiessional way to circulate 

pub ications or inter-office documents They secure to almost everything and lift ofi 
easily when you want them to. 



STOCK 
ORDER NO 


SPEEDIE 
ORDER NO 


COLOR 


PACKED 


PACKAGE 1 


MM-7664 


MMM722 


Canary 


12 Pads 


S8 44 




POST'IT^ NOTE TRAY BY 3M 




C-45 Post'lt* " note tray has a writing surface which pivots upward and snaps down 
to secure the pad(s) to the tray C-44 has same features but holds 3* x 4' 657 "Post- 
It* ' note pads The attractive solid, weighted note tray won't slip for write-on ease 


STOCK 
fjRDER NO 


SPEEDIE 
ORDER NO. 


SI2E 


COLOR 


EACH ! 


MM-C45 
MM-C45 
MM-C44 
MM-C44 


' MMM 750 
MMM751 
MMM760 
MMM761 


3* X 5* 
3- X 5' 
3" X 4* 
3* X 4' 


Black 
Putty 
Black 
Putty 


$5 47 
5 47 
4 69 
4 69 


Pri(*» »ubtc(t to (hAngc 


Mrithoul notice 




« Coprnchl im 1 Slftn 
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Message Pads 



POST- IT NOn EXPRESSION SERIES IT 3M 



1 STOCK 
1 ORDER NO. 


SKEDIE 
ORDEie NO. 


SIZE 


DESIGN 


MCKED 


MCKACE 


MM«218-1 
MM«217.1 
MM«21701 
. MM«217«12 
MM«217«8 


MMM.690 
MMM.691 
MMM.692 
MMM-693 
MMM.694 


2%' X 8' 
2V X 4* 
2 V X 4' 
2 V X 4' 
2%' X 4' 


Shopping 

Clouds 

Quotes 

Note 

Heart 


12 
12 
12 
12 
12 


SI .67 
1.67 
1.67 
1.67 
1.67 




MEMOUND® II lY HERLITZ 







Durable smoke -colored desk organizer which conilits of three olastlc boxei filled 
with appfoxImatHy 250 of 1) "WhiTe Yoo Were Out," 2) RalnbiwCoroSd and 3) VhinM 
10 uo memo sheets 



fr^''--"- 



HER.001 Memoland II System 11V x 5%' x IV • S14.40 Ct. 



STOCK SPEEDIE 
ORDER NO. ORDER NO. 

SYSTEM 

HER •67664 

MEMOUND BOX 

HER*67665 HER.002 
HER*67657 HER.004 
HER.67661 HER.0O6 

MiMOUND REFILL SHEETS 
HER«67666 HER. 003 
HER«67658 HER-OOS 
HER.67662 HER. 007 



DESCRimON 



SIZE 



MICE 



Rainbow Memo 
"While You Were Out" 
'Things To Do" 

Rainbow Memo 
"While You Were Out" 
"Things To Do" 



3y4' x4* x1%' 
3V x4' s1%' 

V/t' X 3%' 
3%' X 3%' 
3%' X 3%' 



4.10 ta. 
4.10 ea. 
4.10 ca. 

1.89 pkgj 
1.89 pktl 
1.89 pkg] 



COLOR STAa BOX BY HERLIYZ 

lii?°i^«:^°'^*^.P uf ^'^d'"!?^^^^^?*^ ^'^'^ ^'^^ approximately 700 iooe sheets. Extra 
700 sE ' ''''''' '"^"^ " ^'^^ approximately 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



HER. 67287 
HER -67292 



DESCRITTION 



HER.051 
HER.052 



MICE 



Color Stack Box 
Refill 



$6.10 ea 
3.00 pkg. 



R*EMO CUBES BY HERLITZ 

F«"J^?i°' notepa per padded on one side with jilk screen printing of various dcsiin 
Individually wrapped. 314' x 314" x cube. 500 sheets per cube. 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



DESCRIPTION 



HER.67170 
HER •671 78 
H£R«67181 
HER. 67184 



EACH 



HER.113 
.MER-114 
HER.115 
HER. 116 



Scribbler 
Scotties 
Penguins/Sun 
Strawberries 



S410 
410 
4.10 
4.10 



MEMO HOLDERS BY IDL 



luh'memSX^i?*' "^"^ "^^''^ ^^"^^ shatterproof plastic Complete 




STOCK 
ORDER NO. 



IDL.353S2 
IDL«353S1 
tDL.35356 
IDL.35350 
IDLOS462 
IDL* 35461 
IDL-3S460 
lDL-35582 
IDL. 35561 
IDL«35580 



SPEEDIE 






ORDER NO. 


SIZE 


IDL.045 


3" 


X 5* 


IDL.050 


3* 


X 5* 


IDl.OSS 


3' 


xS- 


IDL.060 


3' 


X 5* 


IDL.065 


4* 


x6' 


lDL-075 


4* 


x6' 


IDL.060 


4* 


^6- 


IDL.085 


5* 


x8' 


IDL.090 


5* 


X 8* 


IDL-09S 


s- 


x8' 



COLOR 



EACH 



Black 

Putty 

Walnut 

Black/Walnut 

Black 

Putty 

BlackAValnut 

Black 

Putty 

Black/Walnut 




SI .60 
160 
1.60 
1.80 
2.30 
2.30 
2.50 
300 
300 
3.40 



MEMO SLIPS BT TOWER *CROSSM AN 

s^a^'dVrK^m^^ "o*"- f'ts a 

stanoard size memo holders 1,000 sheets per package 



m 




STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



TOW.35M 
TOW.46M 
TOW.58M 



SIZE 



TCC.060 
TCC-065 
TCC.070 



PER M 



X 5' 
x6' 
X 8* 



HC« lubtpri fo cK»n|f without notur 



(TCopvfliht mi r Sttrfi 



I 



I "-^ 



if 



ERIC 




r 



UTIimr PHONE MEMO BOOK BY AIGNER 



A wirebound duplicate carbonless message book with four messagri per page The 
original is white and the carbon yellow. A heavy cardboard interline prevents writing 
through the next page. 



STOCK 


SrEEDIE 


SHEET 




ORDER NO. 


ORDER NO. 


COUNT 


EACH 


AtC*$0-l76 


AlC-176 


400 


S7 50 


AIC-50-376 


AlC-177 


200 


4 40 



WHIlf-YOU-WERE OUT PADS BY AtHPAU 

EfficierKY message pads are printed In clear, crisp graphics o.. quality paper Duplicate 
books have canary an d pink paper 

STOCK SrEEDlE So I 

ORDER NO. ORDER NO. TYPE SIZE ON PACE COUNT PRICE | 

APr-33^ APP-160 Whik-VoM^trtOut 4'x 5%' Pink 60 Sheets S4 80 dz 

APP*23-020 APP-165 Whil^Vou-WffK)ut 11 BVt' 4 200 Sets S 85 ea 

APP-23^021 APP-175 Whilt-VouWefK)ut 11 'x 8Vi* 4. NCR 200 Sets 7 94 ea 

APP-21^028 APP-170 Service Call 8Vi'x10y4' 6. NCR 300 Sets 7 21 ea 

APP-234>29 APP.160 Service Call aViMO^* 6, NCR 300 Sets 11 10 ea 



nUPHONE-AODRESS BOOK BY DENNISON NATIONAL 



Has a stiff vinyl cover that is gold stamped Includes 80 sheets of lithographed fillef 
to accommodate 1760 names, 26 sheet A*Z mylar tab index 



STOCK 


SPEEDIE 






ORDER NO. 


ORDER NO. 


DESCRIPTION 


PRICE 


NBB-91-740 


NBB-998 


Asst. Loose Leaf Book 


57 40 ea 


NB8-91-741 


NBB-999 


50 Sheets Refill Pkg 


1.55 pkg 



PETITE TELEPHONE LIST FINDERS BY ROLODEX 

The only list finder that keeps names in absolute alphabetical order Featuring a 
preprinted card, one side with name, telephone and address captions The reverse 
side with birthday and anniversary captions plus area for special information 



STOCK SPEEDIE CARD 
ORDER NO. ORDER NO. SIZE 



CARD CARD NO. OF 
NO. CAP. CUIDFS 



COLOR PRICE 



ROL-S-300 
ROL-S-300 

ROL-s-aoo 

ROL*$-310 
ROL-S-310 

ROL-S-300C 
ROl-S-aOOC 
ROL*$-310C 
ROL-S-310C 
ROL-S-SOOC 
ROL*$*S00C 



ROL-365 
ROL-370 
ROL-372 
ROL-375 
ROL-380 

ROl-697 
ROL-698 
ROL-702 
ROL-703 
ROL-706 
ROL-707 



X A" 
2V*' X 4* 
2V*' X 4" 
2y4' X 4* 
2%' X 4' 



S-30 
S.30 
S-30 
S'30 
S-30 



125 
125 
125 
250 
250 



ROL-S-30 ROL-630 



WITH COVERS 

2%' x4' S-30 125 
2%' X 4* 5-30 125 
2%' X 4* S-30 250 
2'/*' X 4* S'30 250 
.2V*' X 4' S-30 500 
2V*' X 4* S-30 500 

PETITE REFILL CARDS 
2%' X 4* 50 Pack of Cards 



7 
7 
7 
10 
10 

7 
7 
10 
10 
26 
26 



Beige 

Black 

Yellow 

Beige 

Black 

Black 
Beige 
Black 
Beige 
Black 
Beige 



$4 65 ea 
4 85 ei 
4 85 ea 
7 85 ea 

7 85 ea 

8 90 ea 
8 90 ea 

12 75 ea 
12 75 ea 
22 75 ea 
22 75 ea 

215 set 



ELF FILE BY ELDON 

Just 4%* square, yet capable of holding up to 125 cards the £Lf(£ldon Little File, 
Phone/Address File is designed to coordinate with any office or home decor ELF Filei 
feature a hinged, see-through stnokc dust cover that raises the cards for easy viewing 
when opened, protects them when closed 

'^l^ 2!4' X 4* cards snap in or out and are separated by tabbed, double-coated, 
alphabetical iruiex guides Indexes include space for emergency and most-used phone 
numbers, too. 

Type them or write them those preprinted cards have space for anything you need 
to remember. Phone numbers, addresses, names, birthdays, anniversaries. Christmas 
card lists. . .and a great place to keep recipes. 

STOCK SPEEDIE | 

ORDER NO. ORDER NO. COLOR EACH 

ELD-202^1* ElD-575 Black $7 49 

CLD*202^2r ELD-585 Putty 7 49 

ELO*2026-23* ELD-595 Chocolate 7 49 

•Use Rolodex C-24 Refills-See Page 173 
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|: Typewriter Ribbons 




Typewriter Ribbons 



Made ffom long-we^ftf. 



SPOOl STOCK 
NO> OKDIK NO. 



8 ny^on <nd top quality inks. 



'W-WTr nKWRtTER RIBBONS IT BURROUGHS 



OKPgK NO 



1 
2 
3 
S 
9 
10 
11 
12 
13 
14 
15 
16 
17 
10 



iUM29 

BUM37 
iUM39 
•UK.B41 

BUMS3 

BUK.B61 
BUK^M 

BUK>B6S 
BUK>B66 
BUK>B70 
BUM72 
BUK.B74 
BUR>B76 



BUCK 

BUR-oeo 

BUR-095 

BUR-100 

BUR.110 

BUR.125 

BUR.130 

BUR-140 

BUR-150 

BUR-155 

BUR-156 

BUR-160 

BUR.170 

BUR.175 

BUR-160 



STOCK 
QgPggt NO. 



Twin .et.l . poo,. .„ow pulcic .nd clean r.bbon ch.n.e. ,bbon, p. box, 



ORDtH NO 



BU1I4IR37 
BU1I«BR39 
BU1I4R41 
BU1I4RS3 
BUR.BR54 
BU1I.B1I61 
BUMR64 
BUR.BR$5 
BUR.BR$6 
BUII^R70 



BUCKmED 

BUR.290 
BUR.29S 
BUR.296 
BUR.315 
BUR.320 
BUR.33S 
BUR-345 
BUR.350 
BUR-355 
BUR-360 



-SIZt rot A4ArMiiu» 



BUR-BR76 BUR^375 



Nylon 
Nylon 
V Nylon . 

Nylon 
H' Nylon ' 
H* Nylon 
H' Cotton 
H' Nylon 
H* Nylon 
Nylon 
H' Nylon 
H* Cotton 
H' Nylon 
H* Nylon 



EACH 



Fo/f?? Skywriter & Zephyr 

BM Electromatic A & B . 
IBM Electromatic C $t O 
Selectric Model 72 Cartridge 
Ohvett Standard. Electric & Portable 
plyrnpla Standard, Electric & Portable 
Remlntton Standard. Electric 171] 
Roya SUndard & Electric ^ 
Royal Portable 
Royal Ultronic 

I^MSUndard & Electric (after 1963) 
Underwood 150FS (after 19581 



S2.63 
2.63 
2.63 
4.07 
2.63 
2.63 
2.63 
2 63 
2 63 
2.63 
2.63 
2.63 
2 63 
2 63 



Packed six per box 



WIT niM RIBBONS BT BURROUGHS 




6 
6 
4 
5 
6 
6 
7 
6 
8 
6 



BUR-B42 
BUR.B42 
BUR-B40 
BUR-B41 
BUR-B42 
BUR.B42 
3UR-B42C 
BUR.B42 
BUR.B42U 
BUR-B42 



SPEEDIE 
ORPtR NO 

BUR.111 
BUR.111 
BUR-10S 
BUR.106 
BUR.111 
BUR-111 
BUR.113 
BUR.111 
BUR.116 
BUR-111 



EOR MACHINE 

Adfer R c. Allen 
IBM Executive 
IBM Selectric 71 
IBM Selectric 72 
Olivetti 
Olympia 
Remington 
Royal 

Royal 441. 660. 662 
Underwood 



For correcting and non^orrecting IBM 



W-RCC.TYPE niM RIBBONS 



DOZEN 

S17.65 
17,65 
13 50 
31.60 
17.65 
17.65 
24 3S 
17.65 
24 35 
17.65 



typewriters. Packed six per box 



m OBPERNO. QtnVDL^o 



25 
31 
22 
32 
23 
29 
21 
24 
31 
26 
26 
19 
20 
27 

30 



EAC^3403-O 
EAC.3782a 
EAC.3182-0 
EAC^3782.p 
EAC*3282-0 
EAC-3782.B 
EAC.3082K> 
EAC0382K> 
EAC^3782.l 
EAC 34750 
EAC0775.1 
EAC.3071K> 
EAC^3072-O 
EAC.3682K> 



EAC.180 
EAC.13S 
EAC.125 
EAC.140 
EAC.130 
EAC.14S 
EAC.120 
EAC.17S 
EAC.135 
EAC-IBS 
EAC.190 
EAC.195 
EAC.200 
EACISO 



COLOR 
CORE 



Orange 

Orange 

Pink 

Pink 

Blue 

Blue 

Yellow 

Orange 

Orange 

Orange 

Orange 

Yellow 

Yellow 

Orange 



EQUAL TO 
IBM NO^ 



1299508S 

1136433 

1136390S 

11 3631 S 

1136432 
1299095S 
1136433 
1299300S 
1299325S 



IMPRES* 
SIONS 



208.000 

120,000 

500,000 

1 35.000 
150,000 

210.000 

47.000 
18.000 



PESCMPTION 



EAC3782.D EaC.210 Orange 



Correctible Fi[m 
Liftoff Tape 
Tech II 

Tech 11 Cover^jp Tape 
Tech III. M/S 
Tech 111 Cover*up Tape 
Correctable Film 
H/Y Correctable Film 
Liftoff Tape 
"Piggy-back" 
"Piggy-back" Lift-off 
Liftoff Formula 
Liftoff Formula 
Correctable Kit 
(Ribbon, Tape, Tabs) 
Liftoff Tape 



EOR USE IN 
IBM MACHINf 



Selectric Ml 
Selectric III 
Selectric II 
Selectric II 
Selectric II 
Selectric II 
Selectric II 
Selectric II 
Selectric II 
50.60,65.75.85 
50.60.6575.85 
Selectric 71 
Selectnc 72 



EACH 



56 09 
3 21 
3.19 
2.71 
11.35 
2.71 
3.2S 
3.25 
3.25 
7.15 
6 87 
2 50 
3.33 
3.30 



2.25 




SCM>12138 
$CM-12120 



NOTE: If you do not see your machine listed. 



^•c« lubiect fo rhtni* without i 

ERIC 



SPEEDIE 
ORDER NO 

SCM-OOS 
SCM-010 
SCM-01S 
SCM-020 
5CM.025 
SCMO30 
SCM-035 
SCM-040 
SCM-045 
SCM-050 
SCM0S5 
SCM^ 

please give us a call. 



Re-Rite Correction Film 
Black Fabric 
Black Film 
Blue Film 
Brown Film 
Creen Film 
Red Film 

Black Film Duo-Pack 
Uft-Rite Dual Pack - Cartridge 
Lift-Rite Combo Pack 
}-!l|-'^;J« Dual Cassette Ribbon 
Lift-off Tape 



S3 95 
4.50 

3 95 
4.25 
4.25 

4 25 
4.25 
6 95 
8 25 
8 25 
8 25 
4.75 



chances are that we do have a ribbon to fit your machine 



11 



i 



Typewriter Ribbons 



3 ' ' i — 




1 TytT<WWBiwfw"^«''> 




:v:^:.v^A^•^-:'>-•V,•,••^ 



CORREaABlE FILM RIBBONS 






(5)T383 




(11) B156 




■ 7 '^r 



5r 



ILiCraONIC nPEWRITER RIBBONS 



*i : -.t, ■ 



«7)T362 




(41) 3m-D 




(4«}3050*0 



Pricft Mbjtct to ch«A|f wiihoui 
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Typewriter Ribbons 



CORREOIBIE FILM RIBBONS BY GENERAL RIBBON 



srooi 

NO. 



9 IV/wK 


SPEEDIE 






CEN*T382 


CEN'310 


CEN*T37t 


CEN.311 


CEN<T3$3 


CEN-312 


Utl^*l 979 


CEN.313 


CEN.T3«7 


CEN-306 


CIN.T357 


CEN.307 


CEN-T345 


CEN-314 


CIN.T357 


CEN'315 


CEN.T382 


CEN-310 


CEN.T378 


CEN.311 


CEN-T383 


CEN-312 


Ct^.737» 


CEN'313 


CEN-T3I2 


CEN>310 


CEN.T37i 


CEN>311 



COIOK 
CODE 



DEScmmoN 



Pink 

Pink 

Biut 

Blue 

Orange 

Oranfe 

Oranie 

Orinie 

Pink 

Pink 

Blue 

Blue 

Pink 

Pink 



%• y 405' 

Cover Up Tap-j 
%• x29a 
Covtr Up Tap« 

%• X $ia 

lift Off Tape 
%• X 65a 
lift Off Tape 
%*x45a 
Cover Up Tape 
%*x29a 
Cover Up Tape 
%• X 405' 
Cover Up Tape 



fOn USE IN: 



PACKED 



Remlniton SRIOI 
Remington SRiOl 
Kemlnfton SR101 
Remtniton SRiOl 
Setectric t\ & III 
Sefectfic n It III 
Selectric til 
Selectric tit 
Selectric 11 
Setectric 11 
Selectric 11 
Selectric It 

223 & 225 Silver Reed 
223 & 225 Silver Reed 



CORRECnilE FILM RiUONS IT lURROUGHS 



EACH 



$3 75 
3 25 
9 95 

3 25 

4 25 
3 25 
625 
3 25 
3 75 
3 25 
9.95 
3 25 
3 75 
3,25 



SPOOL 

Na 



8 
9 

10 
11 



STOCK 
ORDER NQ 



SPEEDIE 
ORDER Na 



COLOR 
CODE 



■UR-Ml 
■UR-182 
■UR<82C 
iUR-1156 



BUR-201 
BUR-205 
BUR-396 
BUR>206 



Pink 
Blue 
Blue 
Orange 



DEKRimON 



FOR USE IN: 



SPOOL 


STOCK 


SPEEDIE 


NO. 


ORDER NO 


ORDEr Na 


13 
1» 


CEN.T322 
CEN.T375 


CEN-316 
CEN'301 


12 


CEN.T320 


CEN.300 


If 


CEN.T37S 


CEN.301 


14 


CEN.T330 


CEN'319 


15 


CEN.T355 


CEN>320 


14 


CEN.T330 


CEN.319 


15 


CEN.T355 


CEN320 


22 


CEN.T381 


CEN.304 


20 


CEN.T376 


CEn-305 


21 


CEN.T380 


CEN-302 


16 


CEN.T360 


CEN.303 


22 


CEN*T381 


CEN.304 


20 


CEN.T376 


CEN 305 


23 


CENT390 


CEN.317 


17 


CENT 362 


CEN.318 


23 


CEN.T390 


CEN.317 


17 


CEN*T362 


CEN-316 


12 


CEN.T320 


CEN.300 


19 


CEN.T375 


CEN-301 


13 


CEN7J22 


CEN'316 


19 


CEN.T375 


CEN'301 


22 


CiN.T381 


CEN.304 


20 


CEN.T376 


CEN-305 


24 


CEN.T394 


CEN.308 


18 


CEn*T364 


CEN.309 



One Time Ribbon Selectric It 

M/$ Ribbon Selectric 11. Tech 111 

Cover Up Tape Selectric It. Tech Hi 

Film Selectric 111 (Bicycle) 

ELECTRONIC HFIWRinR RIBBONS BY GENERAL RIBBON 



PACKED 



COLOR 
CODE 



DESCRIPTJON 



FOR USE IN: 



PACKED 



EACH 



S3 26 
10 51 

3 21 

4 32 



EACH 
S4 50 

2 75 
5 45 
2 75 
599 
2 75 
5 99 
2 75 
4 95 
2 75 
4 85 
2 75 
4 95 
2 75 
4 25 
2 75 

4 25 
2 75 

5 45 
2 75 
4 50 
2 75 
4 95 
2 75 
4 6S 
1,59 



SPOOL 

NO 



30 
26 
35 
36 
39 
28 
29 
42 
43 
33 
34 
27 
25 
31 
30 
26 
32 
37 
38 
27 
25 
40 
41 



SPOOL 
NO 



45 
46 



>^llow 

Yellow 

Yellow 

Ytllow 

Orange 

Orange 

Orange 

Orange 

Ytilow 

Yttlow 

Yellow 

Yellow 

Ytllow 

Ytliow 

Yttlow 

Yellow 

Yellow 

Ytllow 

Yellow 

Yellow 

Yellow 

Ytllow 

Yellow 

Yellow 

Orange 

Orange 



W X 350 
Lift Off Tape 

X 950' 
Lift Off Tape 

X 800 
Lift Off Tape 

V x800 
Lift Off Tape 

V x800 
Lift Off Tape 

w x2oa 

Lift Off Tape 

V xaoa 

Lift Off Tape 
V4* X 425' 
Lift Off Tape 
W X 425* 
Lift Off Tape 

V X 950 
Lift Off Tape 
W X 35a -c: 
Lift Off Tape 

V x800 
Lift Off Tape 

V X 935' 
Lift Off Tape 



Adier 
Adier 

AdIer 1010. 1030 
Adier 1010, 1030 
Brothers Computronic ii 
Brothers Computronic II 
EM 100/200 
EM 100/200 
Lex ikon 90 
Lexikon 90 

Olivetti Praxis 30'35/4O/450 
Olivetti Praxis 30/35/40/450 
Olivetti ET 
Olivetti ET 

Olympia ES 100.101,110 
Olympia ES lOO.lOl.UO 
Remington 
Remington 
Royal 5010.5030 
Royal 5010,5030 
Royal Satellite 11 
Royal Satellite II 
Silver Reed EX55.EX77 
Sliver Reed EX55.EX77 
Xerox Memorywriter 
Xerox Memorywriter 



ELECTRONIC HPEWRITER RIBBONS BT BURROUGHS 



STOCK 
ORDER NO 



SPEEDIE 
ORDER NO. 



■ UR.I1SS 

■ UR<<6TL 

■ UR-1164 
BURB165 

■ URB168 

■ UR>B147 
BUR*B147r 
BUR>B192 
BUR-192L 
RUR-8163 
BURU3TL 
iURBl36 
iUR-69TL 
iURBl58 
•UR-B155 
tUR-86TL 
BUR-B161 
BUR.B166 
BUR166TL 
BURB136 
BUR-69T1 
BURB182 
BUR182L 



BUR*514 
BUR'515 
BUR*516 
BUR'517 
BUR 516 
BUR-207 
BUR-208 
BUR-529 
BUR-53: 
BUR'519 
BUR-520 
BbR'521 
BUR*522 
BUR*523 
BUR*514 
BUR-515 
B-JR-524 
BUR-525 
BUR-526 
BURo21 
BUR-522 
BUR-527 
BUR-528 



COLOR 




CODE 


DESCRIPTION 


Orange 


V xBOC 


Orange 


Lift Off Tape 


Orange 


W X 425' 


Orange 




Orange 


^1* X 705' 




Polymer 




Reusable 




V X 1390 


Yellow 


Lift Off Tape 


W M 200^ 


>^tlow 


Lift Off Tape 


Yellow 


X 875' 


Yellow 


Lift Off Tape 


Orange 


X 425' 


Orange 


V x80O 


Orange 


Lift Off Tape 


Orange 


650 X 510 


>^llow 


X 322' 


>^llow 


Lift Off Tape 




X 875' 


WIlow 


Lift Off Tape 




% * 




Lift Off Tape 



FOR USE IN: 



PACKED 



Adier 1010,1030 6 

Adier 1010.1030 6 

Brothers 7600 6 

Brothers EM200 6 

Canon AP200 6 

IBM Dispiaywriter 6 

IBM Dispiaywriter 6 

IBM Wheetwriter 6 

IBM Wheelwrlter 6 

Olivetti Praxis 30.35.40,45 6 

Olivetti Praxis 30.35.40.45 6 

Olivetti ET Series 6 

Olivetti ET 5eries 6 

Olympia ESlOO 6 

Royal 5010.5030 6 

Royal 5010.5030 6 

Sierra juki 3500 6 

Sliver Reed EX 42/44 6 

Sliver Reed EX 42/44 6 

3M 200-400 6 

3M 200^ 6 

Big Boy Xerox Memorywriter 6 

Buj Boy Xerox Memorywriter ^ 



ELECTRONIC RIBBONS BY KO REC-TYPE^ 



STOCK 
^RDJRJJO^ 

EACOOll-O 
EAC.3710.0 
EAC-305(M) 



SPEEDIE 
ORDER NO 



COLOR 
CODE 



EAC-210 
EAC-215 
EAC-205 



DESCRIPTION 



Orange 
Orange 
Orange 



Lift Oft Tape 



FOR USE IN: 



PACKcD 



Xerox 610.615.620 Memorvwnter 6 
Xerox 610,615.620 Memorywriter 6 
Canan AP 200-500 6 



EACH 



S4 96 

2 29 
4 92 

3 96 

4 26 
1122 
10 00 

6 04 
3 96 
3 83 
200 
415 
192 

3 58 

4 96 

2 29 
4 71 

3 46 
204- 
415 
192 
3 83 
121 



EACH 

$3 79 

4-,/ 



Prieti subiect to ch«n|e without notice 

<E)CopTrlght ^m I.Sttrn 

ER?C 117 .4 



IICHIID PAPER 

^on-flammable, non*toxlc liquid paper correction fluid comes in a rK>n*spill bottle 
lets you correct in or out of the typewriter. 0.6 02. bottle. 



Typing Correction 
Supplies 

•WW 



STOCK 

[OMDEIt NO. 



f">EEDIE 
OKPEK NO. 



COlOt 



UQ.564 

llQ-567 
llQ-568 

UQ.S70 
LtQ-571 
LtQ-572 
UQ-573 
IIQ-S65 



LIQ-005 
LIQ-015 
LIQ-020 
LIQ-025 
L1Q.030 
LIQ-035 
LIQ'040 
LtQ-D45 
LIQ-046 
LIQ-010 



EACH 



Wtiite 
Ledger Buff 
Ledger Green 
Canary 
' Pink 
Blue 
Green 
Goldenrod 
Ivory 
Thinner 
(for all above) 



PEN I INK CORREaiON FLUID BY LIQUID PAPER 

lite solvent base Designed exclusively to make corrections over pen & ink writing 
js quickly to an opaque white Spillproof bottle. 06 oz. bottle 



STOCK 
»ORDER NO. 



SPEED IE 
ORDER NO. 



COLOR 



EACH 



llQ-747 



LIQ.070 



White 



$1.49 



JUST FOR COPIES BY LIQUID PAPER 

lerbaseopaquing fluid corrects photocopies. Won'? smear copier toner. Goes on 
lopthly Dries quickly Requires no thinner. Spill-proof bottle^ non-toxic 06 oz 
)ttle. 



STOCK 
>RDER NO. 



SPEEDIE 
ORDER NO. 



COLOR 



EACH 



UQ-710 



LtQ*055 



White 



MISTAKE OUT BY LIQUID PAPER 

f fast -dry waterbase formula Is ideal for correcting typed errors made with heavy 
W fabric and carbon film ribbons Also corrects handwritten errors made with 
^anent ink ballpoint and felt 'tip pens. 0.6 oz. bottle 



STOCK 
ORDER NO. 



SfEEDIE 
ORDER N0> 



COLOR 



llQ-575 



LIQ-050 



White 



NATURAl*DRY CORRECTION FLUID BY WITE OUT 

fbines washability and improved drying time Into one non- toxic product Works 
Illy well on originals. Xerox^ copies, and graphics. Will not smear photo copies, 
m toxic. 06 oz. bottle 



It STOCK 


SfEEDIE 




■ ORDER NO. 


ORDER NO. 


EACH 


" W0.1W 


WO-005 


SI. 39 



CORREaiON PEN BY PENTEL 

lira based, quick drying correction pen is w^f! suited for correcting water-based 
Dries quickly and gives good coverage 0 6 oz bottle. 



STOCK 
ORDER NO. 

PEN.211.W 



SPEEDIE 
ORDER NO. 



PEN-405 



(ubiKI to chancf without noticf 




SI .49 



EACH 



SI .39 



EACH 



SI .96 



118 



189 



•I 



Correction Tape & 
Dictation Cassettes 




CORREaiON STRIPS BY AVERY 

Corrections can be typed dtrecily on the correction strips and positioned on pak- 
Covers up errors Typewriter spaced repositionable Removable adhesive in new lau 
dispenser 



STOCK 



AVy-S106 
AVV-5109 
AVY-5110 



0»P" NO. 



AVY.016 
AVY-017 
AVY-018 



%' X 7' 
V X7' 
%'X7' 



STRIPS 
PER BOX 



no 

70 
30 



gACH 



$2 99 

2 99 
2 99 



CORREQION TAPE BY AVERY 

Permanent adhesive. Mcisure out Upe. <pply over mistake and retype 



STOCK 
OmK NO 



AVV-CR-16 
AVV-CR-26 
AVy-CR-S4 



SPEEDIE 
0»Pg> NO. 



AVY-005 
AVY-010 
AVY-015 



S»2E 



%• X 600' 
V x600' 
%' X600* 



BOXES 
PER CARTON 



ROll 



SI 65 

2 25 

3 49 



POST-IT" COVER UP TAPE BY 3M 

A removable tape for copy blackout and type correction work in a dispenser Post-l: 
tape IS ideal for blind copying line changes, full column changes, copy machim 
Diackout work. etc. 



STOCK 
1 ORDER NO 


SPEEDIE 
ORDER NO 


SI2F 


ROLL 


MM.(51 
MM. 652 
MM 658 


MMM-651 
MMM-652 
MMM-720 


li'w (1 line) 
y^w (2 lines) 
1 • X 700- 


SI 59 
215 
310 



DiaATION CASSmtS BY DATA PACKAGING 

The Diciailon Cassette is designed for use in all standard office dictating mach.nes 
Compatible with all cassette tape recorders The Dictation Cassette, a "leaderles^ 
cassette, has an oxide coated leader to allow instant recording capabilitv fror 
beginning to end of tape. • ^ 

The Microcassette is designed for use in all capstan^dnve equipment, such as OlymDus 
Panasonic. Sony, Lanier, etc. 

The Minicassette is designed for use in ail mini -drive equipment, such as. Phillips 



1 STOCK 


SPEEDIE 








1 ORDER NO 


ORDER NO 


TYPE 


TIME 


PACKED EACH 



DAP.B0200 
DAP*B0300 
DAP.B0400 
OAP.B6000 
DAP-85000 



DAP-102 
DAP-103 
DAP.104 
DAP.106 
DAP-106 



Standard 
Standard 
Standard 
Mini 
Micro 



30 Minute 
60 Minute 
90 Mmute 
120 Minute 
30 Minute 
60 Minute 



10 
10 
10 
10 
6 
6 



SI 75 
210 

2 60 

3 20 
3 9S 
3 95 



CASSEHE UBELS BY AVERY 

Self -adhesive labels in size! to fit on the sides of both standard and mmi cassettes 
and on the back edge of standard cassette boxes Easy to use. removable 
SPEEDIE 



STOCK 
0>P" NO. 



ORDER NO. DESCRIPTIQN/<st7f 



AVY.S250 AVY-873 Standard Cassette 
Size 3Vf* X IV,* 

AVY-S25S AVY-875 Standard Box 
Size •/»,• X 4' 

AVY.S270 AVY-876 Standard Title 
Size •/,' X iVt" 

COLOR CODING UBELS 
Size Vk" X ^i" 
AVY.TDS780 AVY-615 Red 
AVY*TD5781 AVY.620 Green 
AVY.TOS782 AVY-625 Yellow 
AVY-TD5783 AVY-630 Blue 
AVY.TD578S AVY.830 Orange 



QTY. PER 
CKfi 



PKC 



100 
248 
245 



125 
125 
125 
125 
125 



S3 99 

3 99 
3 99 



1 45 
1 45 
1 45 
1 45 
1 45 



CASSEHE UBEIS BY DENNISON 

c *u**^ik'*^^* information instantly as to what is recorded on your cassette 

Self-adhesive, easy-to-use labels for standard or mir.. cassettes You can mark the 
side Of spine of your cassettes. 



STOCK SPEEDIE 
ORDER NO. ORDER NO 



DE$CRiPTt9M^yi;7p 



DEN.44961 DEN.%1 Standard • Spine Size 3V,- x 1%- 
DEN-44962 DEN-%2 Mim - Side Size2«vriv- 
DEN*44964 DtN.964 Standard - Spine Size 2V*- x IVi- 
Foce^ twbjccl (o ch«o|r without noltce 



QTY. PER 
ftOX 



100 
200 
450 



SJ9H 
3 75 
3 75 
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Papers 




»»1 



^' »J> 4' 



ESQUIRE BOND PAPER BY SAXON 

1^"^ 1^^ supports erasures verv v^d. 

Its cockle fmish gives >t the feel and look of Uufy 500 sheets per fe!m 



STOCK 
ORDFR NO. 



SPEEOIE 
ORDER NO. 



SUB 
WEIGHT 



SAX-142B 



SIZE 



SAX.265 



20 ib 



REAM 



SI 5 70 





PARK UNE BOND BY SAXON 

general correspondence Bright white co lor 500 sheets per ream 
STOCK 



SPEEOIE 



SUB 



ORDER NO. ORDER NO. WEIGHT SIZE 



SAX-21B 
5AX-21C 



SAX.250 
SAX.255 



REAM 



20 ib 
20 Ib 



. 14" 



S7 71 

10 42 



EAGLE-A ACCEPTANCE BOND BY FOX RIVER 



50% cotton fiber Radiant w hite. 500 sheets per ream 
STOCK SPEEDIE 



ORDER NO. ORDER NO. 



SUB 

WEIGHT 



SAXE430C 



SAX^14 



SIZE 



REAM 



20 Ib 



SI 7 75 



UGLE-A QUALITY BOND BY FOX RIVER 

m.nt^.i^*^!:**'*'^ 9"*^^ bor>d a genuine watermarked No 1 Sulphire. has excellent 

?nmh.nl'^^^ •.*!'^''* '"^ "^"""""^ trouble free performance 

combined with cnsp. attractive appearanc e Smooth finish 500 sheets per ream 

STOCK 



SPEEOIE 



SUB 



ORDER NO. ORDER NO. WEIGHT $IZE 



SAX-K420S SAX-O?! 



REAM 



20 Ib 



BVi* X IT 



SI 3 55 



rOUR STAR BOND BY SOUTHWORTH 



fVb^f c*on\S^"*'^*''* ""'^^'^ attractive sheet u necessary 25% cotton 



STOCK 
ORDER NO- 



SPEEDIE 
ORDER NO. 



SUB 
WEIGHT 



SPA-402C 

SPA-f402C 

SPA-402E 

SPA403C 

SPA-P403C 

SPARSE 



SIZE 



SPA-001 
SPA-002 
SPAO03 
SPAO04 
SPAOOS 
SPA-006 



SHEETS 
BOX PRICE 



16 Ib 
161b 
16 Ib 
20 Ib. 
20 Ib 
20 Ib 



X IV 
8%*xir 
X 14* 

ay,' X IV 

BVr X IV 

evi* X 14- 



500 
100 
500 
500 
100 
500 



)12 65 rm 
3 30 pkg 
16.50 rm 
1500 rm 
3 70 pkg 
19 25 rm 



Prices iut>i»rt to ch^nye without nonce 
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COLOREO BOND PAPES SY SftKOK 

100S sulphite bond in bright, sharp colors Perfect for use where color Is wanted to 
make your message stand out. 500 sheets per ream. 



STOCK SPEEDIE 
OKDEII NO. ORDER NO. 



SUB 

WEIGHT 



SIZE 



COLOR 



REAM 



SAX.222B 
SAX-223B 
SAX.224B 
SAX-225B 
$AX-226B 



SAX. 325 
SAX. 330 
SAX. 335 
SAX-340 
SAX.345 



20 lb. 
20 lb 
20 lb 
20 lb. 
20 lb. 



8V xir 



Pink 

Green 

BuH 

Blue 

Canary 



$9.35 
9.35 
9 35 
9.35 
9.35 



RACEUSE IT SOU^HWORTH 

25% cotton fiber content enables paper to be erased easily, cockle finish and bright 
white color >r>akes this an exceptionally good-looking sheet. 9 lb weight 



STOCK 
ORDER NCr 



SPEEDIE 
ORDER NO. 



SHEET 
COUNT 



SIZE 



SPA-419C 
SPA -4190 
SPA-P419C 



SPA.010 
SPA. Oil 
SPA.012 



RULING PRICE 



500 
500 
100 



8V4* X 14* 
8V4' xir 



Plain 
Plain 
Plain 



$15.40 rm. 
12.00 rm. 
3.10 pkg. 



ONIi>. KIN BY SAXON 

A long lime favorite for making car^ )n copies. Has a cockle finish that withstands 
erasures Its 9 lb weight permits several copies to be made. White super sulphite 
500 sheets per ream 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



SIZE 



REAM 



SAX.3812B 



SAX.270 



8%' X ir 



$12 20 



MANIFOLD SICOND SNim BY HURON 

Top quality 9 lb manifold paper is ideal for making carbon ccples Provides excellent 
copies due to its bond quality and light weight Letter size 8H* x 1000 sheets 
per box. 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



COLOR 



BOX 



HUR-828111 
HUR-828113 
HUR -828114 
HUR -828115 
HUR-828112 



CST-050 
CST-055 
CST.060 
CST-065 
CST-070 



White 

Pink 

Blue 

Creen 

Canary 



$12.50 
13.10 
1310 
1310 
13.10 



COPYSETTES BY HURON 

Combines njanifold second sheet and carbon in one unit An easy, Inexpensive way 
to make carbon copies 500 sets per box (padded style 100 sets per pad - five pads 
per box) 



STOCK 
RDtR NO. 



SPEEDIE 
ORDER NO. 



COLOR 



SIZE 



•OX 



HUR-WH9811 
NUR-PK9B11 
UR*B19B11 
UR-GR9B11 
UR-CA9B11 
UR.WH9B11PC 
HUR.WH9P11 



CST-005 
CST-025 
CST-010 
CST.020 
CST-015 
CST-040 
CST.045 



•ee> lubif ct to eh«n|e without not<c« 



White 8V4*xir $9 70 

Pink 8%* X ir 9.82 

Blue 8'/4*xir 9 82 

Creen 8V4' x ir 9 82 

Canary tVr x ir 9 82 

White 8V4- X ir (Printed Copy) 9.85 

White 8yt' X ir (Padded) 11.51 



C>Cof»vH|hlim C Sttrn 



ERIC 



Business Papers 
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susvivoR mm snyiiopis by imternationai 

Survivor envelopes of TYVEK SPUNBONDED LOIFIN are virtually rip, puncture ^nd 
waterproof .These envelopes are nbout 50% lighter than ordinary envelopes The clear 
white envelope ensures prompt handling of first-class mail 



STOCK 
[ORDER NO. 



SPEEDfi 
ORDER NO, 



SIZE 



INT-R1330 
tNT-R1440 
INT- R WO 
INT-RISmO 
INT.R1S96 
IMT-RU70 
INV-R1000 

INT'R4210 
INT-R4300 
INT.R4440 
tNT-R44M 



SUB 

WT. BORDER 



INT-101 6' 
INT-102 9' 
WM03 9' 
INT-104 10' 
INT-105 10* 
INT-106 10' 
fNT-107 
INT-106 
INT-109 
INT-110 
INT-111 
INT-112 



1^ 

10* 

10' 

12' 

10' 

10' 



X 9* 
X 12' 
Xl2' 
X 13' 
x13' 
Xl5' 
X 15W 
X 13 
x13 
x16 
x13 
x15' 



14 
14 
14 
14 
14 
14 
14 



X 1H* 20 
xlW 20 
X 2' 20 
X 2' 20 
X 2' 20 



First Class 
Plain 

First Qass 
Plain 
First Qa5S 
First aass 
First aass 
Plain 

First Class 
First Class 
First Class 
First Class 



QTY. TYPE PER 
BOX ENVElOPg BOX 



200 Catalog 

100 Catalog 

100 Catalog 

100 Catalog 

100 Catalog 

100 Catalog 

100 Catalog 

100 Expansion 

100 Expansion 

100 Expansion 

100 Expansion 

100 Expansion 



S20 20 
2660 
29 80 
3210 
33 20 
37 W 
46 bC- 
64 7C 
70 8v 

107 1C 
6020 
66 60 



SILF-SIAl ENVElOPiS BY SAXON 

Made from durable 26 sub, kraft. Has self -sealed flap 100 m box 



STOCK 
ORDER NO. 



5 AX -69 
SAX-75105 
SAX-912 
SAX -101 3 
^JAX-1015 
SAX-12155 



SPEEDIE 
ORDER NO. 



SIZE 



SAX -400 
SAX -401 
SAX-402 
SAX -403 
SAX-404 
SAX -405 



PER C 



6' x9- 
7Vi' x10%- 

9* x12* 
10* X 13- 
10' X 15* 
12' X isvr 



$ 9 66 
12 96 
14 48 
16 58 
21 36 
23 20 



CUSP ENVELOPES 

M;.de from durable 28 sub. kraft Has gummed flap, reinforced hole and metal fold 
down clasp Ideal for mailing catalogs, etc 100 per box 

STOCK SPEEDfE CTN , 

ORDER NO. ORDER NO. SIZE PACKING PER C 

K!*I5'?5 PRI-025 6' X 9- 1000 $ 8 93 



!5!'f2'?5 PRI-030 6'/i- X 9Vr 1000 12 00 

fJj-W-M PRI.035 7' xlO- 1000 10 71 

11.38 
13 92 

i?8a 

• 13.68 
15 88 



PRI*75*2a PRI.040 7%' x 10'/r 1000 

PRI-B3-28 PRI.045 x 11 •/,' 500 

PRI*90*2B PRI-OSO 9' x 12' 500 

PRI*93-28 PRI.055 9'/$' x 12Vi- 500 

rRI*95'28 PRI.060 10' x 12* 500 



PRI>97.28 PRI.065 10'x13' 500 148S 

PR. 90.28 PRI.066 1 0-x 15- 500 20 2 7 

PR *105.aB PRI-070 ir/,-xl4Vi' 500 21 85 

PRI-110-28 PRI.075 12'x15Vi' 500 23 78 



EXTRA HEAVY CLASP ENVELOPES 



Made ^rom 32 lb. manlla jute Has gummed flap, reinforced hol'* ana metal fold down 
clasp. Packed m boxes of 100 each 



SToa 

ORDER NO. 



SPEEDIE 
ORDER NO. 



SIZE 


EACH 


6' X 9' 


$11 50 


bV»' X 9Vi' 


12 42 


7* xlO' 


1313 


7%' xlO'/i* 


13 51 


8W xlV/i' 


14 62 


9* X 12- 


15 69 


9Vt' x12'/i' 


17 08 


10' X 13- 


1811 


10* X 15' 


22 39 


IV X l4Vi* 


23 72 


12* X 15'/t- 


24 25 



PRI-55.32 

PRNS3.32 

PRI-M.32 

PRI-75.32 

PRM3-32 

PRI-90-32 

PR|.93:32 

PRI-97-32 

PRI-98.32 

PRI-105-32 

PRI-110*32 



PRI-320 
PRI.321 
PRI-322 
PRI-323 
PRN324 
PRI-325 
PRI.326 
PRI.327 
PRI-328 
PRI.329 
PR! -330 



ff»c« lubiKt to chiftit without notice 
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Envelopes 



HOME/O'Fia lOXED ENVIIOPES IT aWPIEll 

dust'an? dlrt^*^^** envelope. Picked In a box where they are protected from 



STOCK 
OKDFR NO. 



S^kEOIE 
OKOER NO. 



SIZE 



ENVELOPES 
PER BOX 



CAM434 
CAM-10 



CAM-030 
CAM035 



3%' X 6%' 
4%' X 9H' 



100 
50 



$1.95 
2.20 



WNin WOVE ENVELOPES IT aMPIEU 

24 sub. White Wove bond »tock. timmted llap>, 500 per box. 
STOCK SPEEDIE ENVELOPES 



OKDER NO. OKDEK NO. 



SIZE 



CAfW*WW634 
CAM*WW10 



PER BOX 



CAM«)5 
CAM-015 



3%' X 6H' 
4V x9H' 



500 
500 



WHITE WOVE WINDOW ENVELOPES SY QMPIELL 

24 sub White Wove bond stock with transparent window, gummed flaps 500 per box 



STOCK 
OKPEB NO. 



SPEEDIE 
ORDER NO. 



SIZE 



CAM«WiN634 
CAM*WiN10 



CAM-010 
CA.MO20 



ENVELOPES 
PER BOX 



3%' x6%' 
4!4* X 9H' 



500 
500 



INTER*OFFICE ENVELOPES BY PRIME 

durable"2rsub Ttock"'*"^ °' Interdepartmental mail. Use over and over Made from 

STOCK SPEEDIE 
ORDER NO, ORDER NO. SIZE STYLE 



P'^-97-10 
PRMMO 



ENVELOPES 
PER BOX 



PRM50 10'x13' Button/String 100 
PRM51 4%* X 10%' Ungummed Flap 500 



COIN ENVELOPES lY SAXON 

pen end style with gummed flap. Made from manlla stock for extra service. Ideal 
small parts, etc. 500 per box 




$13.00 
13.00 



PER C 



$20,91 
45.40 



STOCK 
ORDER NO. 



SPEEDIE 
ORDER NO. 



$A/.i 

SAX3 

SAX4 

SAX«45 

SAX*5 

SAX.55 

SAX4 

SAX7 



SAX-135 
SAX.140 
SAX.139 
SAX.141 
SAX-142 
SAX-145 
SAX-146 
SAXm47 



SIZE 


BOX 


2%' X 3H' 


$11.28 


2H' X 4%- 


1215 


3' X 4H- 


12.15 


3' X 4%' 


1904 


2%' X SYr 


18.84 


3H' X 5H' 


18.27 


3%- X 6' 


19.34 


3H' x6Vi* 


18,75 



'r 



7- ' 



aTALOG ENVELOPES lY PRIME 

hummed flap, made from durable 28 lb. kraft. For extended service 



STOCK 
ORDER NO. 



500 per box. 



SPEEDIE 
ORDER NO. 



PRIOE.55 

PRIOE43 

PRIOE-ea 

PRlOE*75 

PRIOE«a3 

PRIOE-90 

PRlOE-93 

PRl*OE*95 

PRIOE.97 

PRIOE98 

PRIOM05 

PRI*OI*110 



SIZE 



PER C 



PRi-OdO 
PRI-065 
PRI-090 
PRI-095 
PRMOO 
PRI-105 
PRM10 
PR 1.1 15 
PR I '120 
FRM21 
PR 1-125 
PRM30 



[ tubifct to chini^ without noti<* 



6' X 9* $ 7,02 

6H' X 9H' 7.44 

7'x10* 8 84 

7H' xlOH' 9.66 

8H* xllH' 11.09 

9'x12* 10.84 

X 12H' 13,54 

10' X 12* 12.32 

10* x13* 12.% 

10* X 15* 16.44 

11H* X 14H' 20.77 

12' u 20.73 



eCofyrichl im E. Sltm 



195 



L'- * 



■ ■a' 



I ERIC 



123 



^pler Supplies 



N^^iKA^AC^K^^ILl I^^^^KC ^^^^^^^^ ^^^^ 



OufilttWlniMperforuselnD^ Hammermill 
Foff matU the performanc« demands of high output machines Rigid 
spiClf|<:ations for moisture curl and filler content ensure trouble-free 
fMcQngf «nd delivery. 



i; -fTOCK 


mCDlE 


SUi 






1 . OtOtt NO. 


OIDII NO. 


WIICHT 


SIZE 


REAM 



HAMOOS 
HAMO10 



30 1b 
20 lb 



X 14* 



S6 77 
662 



HAMMEIMILL SV4 COPIER PAPER 



, r- > . 

SptcIlllyKiesigned paper for use with Liquid Toner and the following 
machlMs: 

> t*>Copico/Savin 2001 Savin 600.7507S5760 

, V Nashua 2210 770,772,780.790 

• Saxon SX20,SX20S 840,870,680 

• ^-'Toshiba B0727,BD728 680/3,765 



. vflOCK 
OtDW WO. 



SflEDIE 
OtDO NO. 



SUI 

WIICHT 



SIZE 



REAM 



HAM<nS 
HAM«20 



201b. 
20'lb. 



6V X ir 

6H' X 14' 



$6 77 
662 




UNDER PAPER m corns IT AVUV 

S Mf t fp ^ td thfM4K)le punched binder paper for uie in most plain copiers. 



. fTOCK-> 



SKEDtf 
OtDER NO. 



NO. OF 
SHEETS 



COIOR 



•PRICE 



AVY-900 
•AVY-901 



6H* X ir 

an* xir 



100 
SCO 



White 
White 



1574 bx. 
24.46 bx 



NON-TEAR SHEEIS FOR COPIERS RY AVERY 



tlpSTSS^ 



IfEEDIE 
ORDER NO. 



AW47M 
AVV47a$ 
, AW47I4 
XvAW4n6 
^7aW4WI 

AW4nS 



AVY-926 
AVY-92S 
AW.927 
AVY-926 
AW^29 
AVY-9W 
AW^31 
AW^32 
AW-933 
AVY-934 





NO. OF 






SIZE 


SHEETS 


COilOR 


MICE 


xir 


25/plc| 


White 


S11.66 pkg 
42 40 bx 


6V4* xir 


lOO/boK 


White 


6H* xir 


SOO/box 


White 


191 00 bx 


6H* xir 


25/pl(8 


Canary 


12.25 pkg 


6H' xir 


2Slpkg 


Lt Blue 


12.25 pkg 
42 40bx 


6Vf xir 


100/box 


White 


6H* xir 


SOO/box 


White 


191 00 bx. 


6H* xir 


25/pl(8 


Canary 


12 25 pkg 


6H* xir 


25/pli8 


U Blue 


12 25 pkg 


dH* X 14* 


2Slpkg 


White 


15,29 pl(8 



COPIER URELS RY AVERY 



Save time and money - 


- type addresses just once, make as many self 


adhesive label copies as needed 














UiEU 


LAIELS FOR 




STOCK 


SHEDIE 


UiEL 


PER 


PER MACHINE 


PRICE j 


ORDER NO. 


ORDER NO. 


SIZE 


SHEET 


iOX TYPE 




AVy.$331 


AVY-645 


r x2%* 


30 


3000 Liquid Toner 


S26 65 bi 


AVVS332 


AVY^SO 


r x2w 


33 


6250 Plain Bond 


55 65 bx 


AVY.5334 


AVY^56 


r x2V4* 


33 


lr.500 Plain Bond 


100 75 bx 


AVV.S350 


AVY-330 


r x2V4* 


30 


3000 MimeoA^erifax 


43 79 bx 


AVy.$351 


AVY-335 


r x2V4* 


33 


3300 Plain Bond 


26 65 bi 


AVV.S352 


AVy.340 


2* x4\*' 


-iO 


1000 Plain Bond 


26 65 bx 


AVy.5353 


AVY.341 


6H'xir 




100 Plain Bond 


26 65 bx 


AVV-5354 


AVY.343 


r a2V4* 25/pk8 


625/pt(8 Plain Bond 


619 pkg 


AVy«5357 


AVY.392 


r strips 




320Q/bx Roll Fed 


34 95 rl 


AVy-5360 


AVY-345 




21 


2100 Plain Bond 


26 65 bx 


AVV-S3tt 


AVY-360 


r x2V4* 


33 


3300 Electrostatic 


53 65 bx 



PAPER FOR XEROX COPIER 

Designed specifically for use in Xerox machines. The special finish and 
long grain cut of this fine bond assures excellent reproduction and jam* 
free performance. Brilliant White, 500 sheets per ream 



sTor** 


SPEEDIE 






SUi 






ORDEa ^J. 


ORDER NO. 


SHEET SIZE 


WEIGHT 


COLOR 


REAM 


lAX-eSOB 


SAX-240 




Xl1" 


20 1b 


White 


S 6 33 


SAX450C 


SAX-245 


6V4« 


»i14'' 


20 lb 


White 


11.25 




PAPER FOR SAVIN COPIERS 

Designed for use in Savin Copiers. Features an extra smooth finish for 
best copy results. 500 sheets per ream. 



STOCK 


SPEEDIE 






ORDER NO. 


ORDER NO. 


SIZE 


REAM 


SAXARDIID 


SAX.175 


6W X ir 


S7 25 


SAX-ARD>14D 


SAX.160 


8H- X 14* 


915 



PAPEI FOI aNON NPL7 AND NP70 

Designed for use in Canon Copters 



STOCK 


SPEEDIE 






ORDER NO. 


ORDER NO. 


SIZE 


REAM 


SAX<PK*1 


SAX.165 


8%' X ir 


S8 66 


SAX^*11 


SAX-190 


6H' X 14' 


1124 



124 



frK*» lubftct to ch«og« without nolicf 



OCopftighl 1H4 I Sift» 



DUAL SPECTRUM COPT PAfER IT SM» 

I eSlll.** ^'"^ t^"*' Spectrum Coplen. 3M Brand Dual 

r COflvanlently packaied copy sets (copy receptors & Intern23^a4s)>er 



L STOCK 
■ OtDIR NO 


SKEOIE 
ORDER NO 


SIZE 


SETS 
»t Roy 


- ■OX 1 


I MM*M3 


MMM-345 
MMM-350 


an- X 14- 


100 
100 


$18.99 
23.46 




I TRANSPARENa RIM IT III® POR PUIN iOND COPIERS 

lii*' " ol5 'I«''««f<l sheets to a box. 

501 - Produces sharp black Imaies on a clear background Rainbow 

■^.'r?l'"*"l'"?iS5** ''"'P ""•«e» on Red, Bluefwiwv or K 
backtrounds. Does not require a sensing strip. ' '"^ 

ouiITn-f niliri? strip that allows It to be used in photo cell- 
quipped plain paper copiers. Also avaii^ble in Rainbcw Assortment. 



HSF^ ^fiioa FILM 



|MM-501 MMM-SOO Clear 
MM-M1 MMM-SOI Rainbow 

MM-$02 MMM.502 Clear 

AM-502 MMMS03 Rainbow 

MM>504 4MMM-504 Ciear 

4M.52J MMM.522 Clear 

l>ub|»'i Id (hanj.. mthool iioi.<i> 

lER^C 



FOR 

MACHINE MQpt^5 



PER 



Plain Paper Copiers that do S41.95 
not require a sensing strip 

As Above 46.95 

Plain Paper Copiers that 43.95 

do require a sensing strip 

As Above 4g 95 

NPSOO/Kodak Ektraprint 51 95 
100/150 

Xerox 1075 Marathon 51 95 



Copier Supplies 




TRANSPARENC7 FRAMES RT9M* 



4- 

it 



Durable cardboard frames for mounting x ioH» and SH- n 1? 
transparencies. Ample room In martins' or notes ^ 



nocK 

ORDER MO, 



SfEEDIE 
ORDER NO, 



MMM-512 



FRAMES 



50 



S22.25 




iHfwttD mmmmct film it 3m« 

Polyester film. Size SH' x IQHV 100 sheets to a box 



STOCK SPEEDIE 
ORDER WO OtPf ^ >ao 

. MM-7100 
' MM-7104 

MM-7102 

MM-7101 

MM-7103 

MM-710S 

MM-7107 



MMM*520 
MMM*521 
MMM-525 
MMM-526 
MMH527 
MMM-526 
. MMM-530 



THICK- 

JSSL 



DESCRimON 



PER - 
■OX/ 



2.0 ml Clear $43 95 . 

2.0 ml Assorted Rainbow Pack 5^ 95^' 

2.5 ml Clear 4> 53; * 

4.0 ml Clear 53 95 . 

40 ml Assorted Rainbow Pack 51.95'^* 

5.0 ml Blue Tint 56 95 '*^^ 

7.0 ml Blue Tint . 6395 




VIS.A*ViS OVMHEAD NtOJICTDR KNS BY SANFOID 

drying easy to cCn " "''^^^ •"^ 



STOCK SPEEDIE 
I ORDER NO, ORDER N9, prcri^gj^ ^ 

SAN.K164 SAN.500 j^olor Set Black. Red. Blue. Green 



SAN-K164 SANSOI 



SAN.K16 
SANK16 
SANK16 
SAN.K16 



SAN.502 
SAN.503 
SAN.504 
SAN'505 



a^plor Set Black! Blue. Red.' Cteen 
Yellow. Orange. Brown. Purple 
Red 
Blue 
Black 
Green 



$3.60 
7.20' 

.69 - 
.69 
.69', 
.69. 



<;.Copvntht mi t. Sitm 



125 



201 



• '-I 



•1 1 



GENERAL INDEX 



/» 




file Folder Sets 


110 


Ball Point Pens 




Vi*ible 


122 


A — Z LJIrO LUlOOS 




File Guides 


1U 


Berol 


37 


WiUon )one* 


143.148 


125 


Indei Tcb Inserts 


116 


Bic 


37 


Binding 




125 


Indexe* 


150 


Eraser Mate 


36 


Casev 


67 


A — Z Indfvts 


125 


AlllANCf Rubber Band< 


15 


Papermate 


37 


Machine 


134 


AAm.U 




Aluminum 




Pilot 


37 


BINNEY & SMITH 






Form Holder^ 


64 


Rogers 


36 


Chalk 


50 






Framed Bulletin & Chalk Boards 49 


Ball Point Refills — Fisher 


36 


Marking Crayon* 


50 


Action Ca«o 


120 


Albums 




Band^ Rubber 


15 


Blackboard 


Anti-Static Mats 


225 


Printwhe^l 


220 


■ANKER'S BOX 




Chalk 


SO 


Binders 




Type Element 


182 


Bases. Metal 


70 


Eraser 


SO 


Accohidr 


141 


American Heritage Dictionary 


176 


Copyholder 


197 


Pointer 


22 


Accognp 


141 


AMPAD 




Draw Files 


68 


Blackboards 


49 


Data 


232 


Calculator Rolls 


179 


High Stax Files 


68 


BIACKFEET INDIAN 




146 


Cro^s Section Pads 


16^ 


Home File 


70 


Pencils 


1 


Hanging 


14f) 


Desk Pads 


109 


Liberty Files 


68 


BlAtSDEll Chins Markers 


SO 


Prcs^board 


140 146 


Doodle Pads 


109 


Maea/me Files 


67 


Blotter* and Blotting Paper 


91 


Prrsstr< 


140 


Easrl Pod\ 


46 


Mail<»rs 


214 


Hnard* 


Ring 


146 


Gluetop Pads 


162 


Mailing Tubes 


28 


Arch 


23 


Scorrd HinRfd 


140 


legal Pads 


162 


RKfve 


70 


Black 


49 


Cablf Post^ 


2^4 


Letter Pads 


162 


Shreddeis 


202 


Bulletin 


49 


dtps, Plastic 


222 


Quadrille Padi 


163 


Simplimatic File 


70 


Chalk 


49 


tRT rilier 


226 


While you were-out Pads 


168 


Stax-on-Steel 


68 


Clip 


23 


Data 




Analysis Pads 


156157 


Storage Files 


68-t)9 


Communication 


47 


Binders 


232 


ANGUR'S 




SyMematic File 


70 


Dry lr?*e 


46-47 


Handles 


234 


Briefcase 


100 


Tiansfer Files 


68 


IDL 


23 


Rac ks 


Tit 

2 J3 


Card File 


128 


Wa^tebags for Shredders 202 


.Saundei* 


23 


Storage 


2 35 236 


Cuff Protectors 


22 


BANKER'S PRODUCTS 




Weber CoM«,*llo 


46-48 


i^iskeiie iroy* 


i 1 y 


File Folders 


155 


Colored Pencils 


-) 


Bond Bov 


117 


fasteners 


1 A 

1 H 


Kleerfile Folders 


153 


Ba*e^ 




Bond P«iper 


192-193 


Fil* i^Ahin^fi 


235 


Pad Holders 


101 


Calendar 


106107 


Book 






234 


Pocket Protectors 


22 


Fastener 


14 


I nris 


76 


1 inr^f i> T t\ttm 


1 1 y 


Portfolios 


nx) 


Storage File 


70 


Home Budg^'t 
Payrol* 


63 


^^a ilers 


214 


Sheet Projector* 


153 


Basket^ 




63 


riasiiv v.iip% 


ill 


■ Your Excellency " Padholrie 


1 101 


\Va*te 


<>\ 


Rack^ 


72-73,76 


Pncti C 3M\«> 


234 


Wnte O-Folios 


101 


Wif<- 


9; 


3<*l* 


55 60-61 


Punc he^ 


3> 35 


Anti Static 




BATES 


Boo^^ 


Rddir)t<on SHeild 


226 


Chairmats 


223 ' 


Anti Static Kit 


222 


Account 


160161 


Self Adhesive Fasteners 


14 


Kit 


222 


Disk Finder 


21'. 


Add res* 


166 


Staplers 


1 1 


Mats 


222 


Li^t Finde's 


174175 


Appointment 


102-104 


Sufge Protectot 


227 


Sprav 


222 


Numbering Machines 


55 


Atlas 


177 


Transporter Mailers 


liA 


Appoint ment 




Stapler* 


1213 


Columnar 


160-16T 


Tvpe Thimble Element 


183 


Books 


102-104 


Underphone Index 


174 


Composition 


164-165 


Accoijrip Binoers 


141 


Calendars 


106-109 


Word Processing Scale 


2:; 


Diaries 


102-104 


A.ccordian File* 


120 


Rediform/Recordplate 


60 


Batteries 


79 


Dictionaries 


176 


Account Books 


160 161 


ArChBoard^ 


23 


Batterv Clocks 


96 


Dome 


63 


Accounta nt's 




AKKOW PUtllCATIONS 




Baud Modem 


227 


Ledger 


160-161 


Columnar Pad*- 


156 1S7 


Zip Code Directory 


177 


BEROL 




Memo 


15J 


worn in^pn 


1 1 C7 

1 1 5/ 


ART SPECIALTY Lamp« 


97 


Ballpotnt Pen* 


37 


Pay roll 


63 


Accountinfj 




ARTISTIC 




Black VNarriOr Pond* 


1 


Record 


62 


Analysis Paris 


1 3D 1 3/ 


Blotting Paper 


91 


Broad Tip Markers 


40 


Recordplate 


62 


Columnar Boosts 


160 161 


De*k Pads 


91 


China Markers 


50 


Secretatial Handbook 


177 


Columnar Paris 


1 30 1 5/ 


Wood Sorter 


76 


Colored Pencils 


2 


St»^no 


165 


Columnar Sheets 


158 1 59 


Wood Desk Trays 


?2 


Markers 


38 40 


Tav 


60 


Journa Is 


160 161 


A*h Travs 


80 «r 


Mechancial Pencil* 


\ 


Time Manafioment « 


101 


Ipdg^r Sheets 


1 S9 


Attache Cases 


98 99 


Mechanical Lead Holders'Le.id* 3 


Vmblr 


*122 


Posting TrflyS 


166 


ATTITYPE 




Mirado Pencils 


1 


Wirehound 


164 


worKsneeis & raos 


1 56 157 


Acoustic Pads 


222 


T^mplate^ 


230 


Zip Code 


177 


ALt 




Static Mats 


223 


Turquoi*e Pencils 


3 


BORDEN E Imer * Glue 


16 


Staple Remover* 


1 1 


Tvpewnter Pads 


18) 


Beveiage Set 


22 


bostitch 




Staplers 


1 3 


Auto Form* 


56 59 


BIC 




Staplers 


11 


Staples 


10 


AVERY 




Pens 


37 


Staple*. 


11 


A^caf r 




Add-Ons 


135 


Rolling Rail Marker 


44 


BOSTON Pencil Sharpeners 


6 


r«panuini( waii^is 


120 


Air Mail Labels 


29 


Bill Sorting Rack 


71 


Bound Book< 




i\#urup^ waiiCM 


121 


Badges Name 


135 


Billing Form* 


57 SO 


A( count 


160-161 


Ave tlcV InlV 




Binder Paper For Copiers 


200 


Bill of Lading 


57 59 


Ca*h 


160-161 


AHAnt#>r AnH C iiKo Txni 


79 


Envelopes, Shipping 


29 


Binder 




fournal 


160 161 




79 


Labels 




Business Card 


128 


Ledger 


160-161 






Address 


29 


Clamps 


17 


National 


160 




20 


Air Mail 


20 


Clips 


17 


Wil*on Jones 


161 


AcOuit<C3l Covers 


225 


Cassette 


190 


Indexes 




Bok Files 


66 115 


Action C£ se 


120 


Color Coding 


131 


Data 


234 


Boxes 




Adding Machine Suppl'os 




Copier 


2('A) 


Po*t 


149 


nOnO 


117 


Ribbons 


160 161 


Correction St'ips 


190 


Rinc 


ISOI'il 


Card File 


126 129 


Rolls 


179 


File Folder 


112 


Visible 


^:: 


La^h 


1 i / 


Therm«il 


179 


First Class 


29 


Posts 


234 


Fire Resi*tant'SecuMty 


117 


Add Ons 


135 


Mini 


221 


Binder^ 




Storage 


66-70 


Addre\* 




Note Hold-r* 


14 


Acco 


140141 


Hrfl** Fa*tener* 




Books 


166 


Ru«h 


29 


C?taiog 


149 


Bnetc a*e* 


99*100 


Booklets 


60 61 


Self Adhesive 130131 190,221 


0 Ring 


142 144 14' 


Hroadtip Markfi* 


40" 41 


label* 


112 


lahulahels 


221 


Data 


2U'233 


BRODART Hook t nn^ 


76 


Adhe^tve^ 


lb 


Word Procr*iing 


222 


Dennuon National 144 145 148 213 


BUDDY PRODUCTS • 




AICNER 




Non ^o^f Bmdei Sheets 


200 


Easel 




Adjustable Pin Tr.ix 


73 


Indei^^ 


r)0 


Reinforcements 


13*; 


Microfiche 


236 


Bond Boxe« 


117 


Imert^bte Tab 


I501i1 


Tape Correction 


190 


'astener* 


14 


Card Files 


126 


fhone Memo Hook 


16R 






Heavy Dutv 


148 


C.'^sh Boxe* 


117 


Pre<*uro Stik TabSmij 


m 


B 




King^bacher Muiphy 


142 147148 


Check File 


116 


Ring Binder Indev* 


r.o 




Post 


140 


Com & Bill Travs 


117 


Shield Tabs 


1i1 




Presentation 


147 


De«k Organizers 


75 


Air Cleaner 


226 


B«sdiif» Holders 




Printwhorl 


21R 


Fire Re*i^tant Boic*. 


117 


Air Mail laheK 


29 


Bari«e$ Name 


1 r. 


Punchlc«.s 


141 


Indev Cirri III*'*. 


126 


AIKWAY INDUSTRIES Att.irheK 98 






Recordplate 


h: 


Kt'y Cabinet* 


76 


Alarm Clock 


96 


)ifl\ 


29 


Ri»'g 


141 148 


Key Tag* 


78 


Alphabpi/cal 




Plastic 


93.202 


Scored Hinged 


140 


Orgsr^i^er* 


72 75 


Card Guide* 


1241?'-. 


Shrer^rirr 


202 


Tower Crov*m,D 


141 


Pef*onal File* 


118 


(ipandms Filrs 


120 


Ball 1 temrnis Typev^ntet 


182 


Vinyl 


141 148 


Security flovcs 


117 



i 
t 



ERIC 



12G 



237 



Sprting Rack 72 

Sucking Trays 92 

Stationery Racks 75 

Virtical Desk Files 75 

Budget Books 63 

Bulldog Clips 17 

Bulletin Boards 49 
BURROUGHS 
•Adding Machine Ribbons 160-161 

Calculator Ribbons 160-161 

CorrtcUble Ribbons 16^-165 

Film Ribbons 164-185 
Information Processing 

• Bibbons 216-217 

NuKote Carbons 191 

NuKote Ribbons 160-161 

f%ncil Carbon 191 

My Ribbon 164-165 

Sclectric Ribbons* 164-165 
Typewriter Ribbons . 164-167 
Busintts 

Card Case 126 

ardFilu . .126-129 

Diarits 102-103 

Fomns . 56-59 

Papers . 192-193 



Cabinets 
Card File 
Data Systems 
Key 

Multi Drawer 
Security 
Cables 

Calculator 
Batteries 

Ribbons 
Thermal Rolls 
Calculators 
Calendars 
. \ Ampad 
f>fi' Appointment 
11 Bases 

Book Style 
Desk 
^/ Desk Pad 
Ever Ready 
Flip-a-Week 
• Hemz Time Teller 
^Xu Keith Clark 
-.7 Monthly 
Pad Style 
Refills 
Southworth 
/ir«. Today IS 

Wall 
Weekly 
CAMPIELL ENVCIOPES 
CAMWIL Printwheels 
Canary Ruled Pads 
Canon Copier Supplies 
Carbon 
Burroughs 
Copysetters 
Paper 

Tower-Crossman 
? Card 
. Cabinets 
» • Files 
Forms 
Guides 
Index 
^ii Prt^tecto*s 
' . Cart, Dau 
::• Cards 

V*-, Continuous Index 
Fanfold 
Index 
Rolodex 
Visible Record 
^ CARTER'S (See Denmson^Carter's) 
Carton Sealing Tape 
-Cartridge 
''^ Bibbons 
Case Binders 
^Caiti 

Airway Industries 96 
Angler's 100 
Attache 9C 
Blank 72 
Brief 96-100 
Catalog 99 
Columbia Binding 67 
Mazel 100 
Master Products 99 
fortfolios 100 
Salesman's 96-99 
1*^'- SUbco 99 



126 
235 
76 
126 
194 
227 

79 

180-161 
179 
176 

109 
105107 

105- 107 

106- 107 
107.109 

109 
105107 
105-107 
105 

105-106109 
106109 

105- 106 

106- 107 
105 
106 
106 
106 
195 
220 

162-163 
200 

191 
193 
19^ 

126 

65.126-127.129 
122 
125 
123 
173 
235 

221 
221 
123 
170,173 
122 



26 

164165 
142 



:eric 



Storage 67.70 

Transfer 66 

Cash Boxes 117 

Cassette Labels 190 

Cassettes 

DicUting 190 

Catalog 

Smders 149 

Cases 99 

Envelopes 195 

Rack 73 

SUnds 65 

Cellophane Tape 24.27 

Cellograf Signals 16 

Chair Mats 95,223 

Chalk 50 

Chalkboards 49 

Chalk Board Eraser 50 

Change Trays 117 
Check 

Files 73 74 

Rack 73 

Sorting Rack 74 

China Markers 50 

Clamps, paper 17 

Clasp friveJopes 194 
Cleaner 

Computer 227 

Desk 21 

Diskette 214 

Markerboard 47 

Printwheet 220 

Type Element 163 
C-LINE 

Sheet Protectors 155 

Clipboards 23 

Clip Caddy 17 

Clip-lt Papercutier 22 
Clips 

Binder 17 

Bulldog 17 

Cem 17 

Magnetic 17 

Plastic Paper 222 

Clix PuncS 32 

Clocks 96 

COJ>0 Spirit Masters 196 

Com and Bill Trays 117 

Com Envelopes 195 

Collators I2l 

Color Coding Labels I3l 

Color Suck Box 167 
Colored 

Bond Paper 193 

Clipboards 23 

File Folders 111,114 

Pencils 2 

Piastic hie jackets 137 

lag^ 30 

Columbia Binding Cases 67 

Columnar 

Books 160-161 

Pads 156157 

Sh-els 156-159 

Cr^^jmunicore. Litning 224 

compatibility Chart, Diskettes2lO-2n 

Composition Books 164-16S 

Compucard 221 

Computer 

Furniture 224 

Paper 230-231 

Software 204 205 

Supplies 225-230 

Comtempo 

Boards V^-47 

Easel 46 

Weber Costello 46-47 

Continuous Cards 

Cardi 221 

Fornu 230 

Copier 

Developers 199 

Fuser Oil 199 

Labels 200 

Non Tear Sheets 200 
Paper . 200-201 

Roils 199 
Supplies • 199-201 

Toner 199 

Transparency Film 201 
Copyholders 196-197.222 

Copy Safe Plastic Pockets 137 

Copysettes 193 

Cork Boards 46 

Correctable Film Ribbon 164*165 

Correction Supplies 166-190 
Covers 

OuoUng 136139 

Report 137-139 

C.afty Cutter 26 

CRAMER Step Stool 23 



Crate-A-F»le 


116 


Typewriter Ckdncr 




Crayons, Lumber 


50 


DENNISOn NATIONAL 




Credit Memo 


57 


Account Book> 


160 


CROSS Refills 


36 


Analysis Pdd> 


15' 


CRT 




Brieloiios 


lib 


Filters 


226 


Catalog Binder 


149 


Table 


224 


Columnar Books 


' 160 


Trdys 


226 


Columndr Pjd> 


15" 


Culf Protectors 


22 


Columnar Sheets 


158 


Cups, Pencils 


6l-8^ 


Computation Pdds 


163 


Cutter 




Data Binders 


233 


Crafty 


26 


Data Indexes 


234 


Paper 


22 


Diaries 
Diskettes 
Diskette File 


102 

209 
213 






riller Paper 

Heavy Duty Binders 


152 


D 




149 




Insertable Tab Indexes 
Index Sheets 
Labels Cassette 
Ledger Sheets 


150 
151 
190 
156 


D-Ring Binders 142-144.147 


Memo Books & Fillers 


153 


DAHIE 




Notebooks 


164-165 


Duraclip Covers 


137 


Post Binders 


149 


Reinforcements 


135 


Post Binder Indexes 


149 


Shears 


20 


Posts. Red Snapper 


234 


Daily 




Presentation Binders 


147 


Appointment Books 


102-104 


Quadrille Pads 


163 


Calendar 


105-106 


Ring Binders 144 145,147 


Card Guides 


124 


Ring Book Sheets 


152 


Diaries 


102-103 


Slotted Lock Post Binders 


149 


File Guides 


103 


Special Ruled Sheets 


153 


Reminders 


103 


Steno Notebooks 


165 


Time Card 


77 


Telephone Address Book 


168 


Dau 




Work Sheet Pads 


156157 


Binder Channels and Handles 234 


Desk 




Binder Indexes 


234 


Accessories 


60 92 


Binder Posts 


234 


Blotters 


91 


Binders 




Calendars 


106-107 


Acco 


232 


Diaries 


103 


Dennison National 


233 


Drawer 




Wilson lones 


232 


Organizer 


74 76 


Paks, Banker's Box 


214 


Penddtlexer 


11t> 


Printout Rack 


235 


5tationfr> Holcit^rs 


75 


Storage Rack 


235 


Lamps 


97 


Systems Furniture 


224 


Organizers 


71 77.22^ 


. Templates 


230 


Pads 




Data Processing 




Ampad 


fW 


Accoustical Covers 


225 


Artistic 




Air Cleaners 


226 


Calendar 


10^ 


Anti 5tatic Mat 


222 


Doodte 


lO'^ 


Binder Storage 


235 


Elders 


62 bA 22h 


Binders 


232-233 


Rubbermaid 


66 


Cards 


221 


Typewriler 


Ibi 


Copyholders 


197 


Stapler^ 


6 


CRT Stand 


224 


Tape Dispfn^t^r 


21' 


Data Drawers 


235 


Top Book RdCk 


'i 


Data Readers 


230 


Top Sorter 


76 


Diskette Files 


212 214 


Tia>s 




Form Letterheads 


230 


Artistic 


9: 


Forms 


230 


BuOd> 


^: 


Furniture 


224 


Eldon 


82 84 b*' 


Hot Files 


226 


Globf Weis 


91' 


Label Holoers 


234 


Rubbt^rmatd 60 67 912:^ 


Labels 


221-222 


Sterling; 


65 


Printer Stands 


225 


Wire 


92 


Printwheels 


216 220 


Wood 


9J 


Racks 


234 


Worcester 


92 


Ribbons 


164-167 


DEVCON 




Rollaways 


234 


Duco Cement 


It) 


Ruler 


230 


Developers 


19^ 


Security Cabinet 


234 


DIABIO 




Supplies 


203 236 


Printwheels Compatiblt- 


218 


Trays 


229 


Iniorm^tion-Proc e^sin^; 




DATA PACKAGING 




Ribbons 


2i52i: 


Dictation Cassettes 


190 


Dial-A-Phrase Stamp 


55 


Daters 


53 55 


Dianes 


102101 


Dating Numbering Machine 


55 


Dictation Cassettt^s 


19u 


Deco Files 


67 


Dictionaries 


176 


Delivery Receipt Form 


57 


Digital 




DENNISON 




Clocks 


9t) 


Diskette Labels 


214 


Scdif s 


31 


Fioopy Disk Mailers 


214 


Diskettes 




Tags 


30 


Compatibilitv Chart 


210211 


DENNISON CARTER'S 




File 


2l2 


Adhesives 


16 


Tray 




Cassette Labels 


190 


Storage 


212 2 i4 


Diskette Mailers 


214 


Diskettes 




Elephant Diskettes 


208 


Dennison Carters 


200 


Envelopes, Packing 


29 


Elephant 


2ott 


Felt Tip Markers 


41 


Flexible 


207 206 


Fluorescent Hi Liters 


43 


Fu|i 


207 


Hi Liters 


43 


IBM 


204 


Key Tags 


30 


3M 


20o 


Marks-A*Lot 


41 


Verbatim 


204 


Metal Rim Tags 


30 


Dispenser 




Pen Style Markers 


41 


Carton Sealmg 


J8 


Post-Lite Mailers 


29 


Rubber Cement 


It) 


Rubber Cement and Thinner 16 


Tape 


25 


Shipping Tags 


30 


DUON 




Stamp Pads & Inks 


54 


Ink Eraser 


5 



127 



lumber Cravon) 
Pencth 

Rubacore Eraser 

Tironderoga Pencil) 

Taperaser 
DOME Books 
Orafhni PenciU 
Oraftmg Tape 
Dfhfrase Boards 
Dual Spectrum Paper 
Duco Cement 
DUOTANC 

Covers 

Portfolios 

Report Covers 

Window Covers 
Duplicating Supplies 

Fluid 

Ink 

Paper 

Spirit Masters 

Stencils 
DURhCIU 

Batteries 

Flashlights 
DYMO 

Embossing Machine 

Tape 

T*pe Writers 



Easel 

Binders 
Microfrche 
Pads 
Easels 

EATON ALLEN 

Ko-Rec-Typp 
Ribbons 
EIERHARD FABER 

Colored Pencils 

Erasers 

Markers 

Pencils 

Tvp* Cleaner 
EICHNER 

Diskette Filing Tra\< 
El Marko Markpf) 

eidon 

Add-A'File 
Ashtrays 
Bookends 
Business Card File 
Calendar Holder 
Card Filf) 
Catch Ali Organiser 
Copy Holder 
CRT Irav 
Data C^rts 
Data Doliv 
Desk Accessories 
Desk Organizers 
Desk Pads 
Elf Flip 

EmphiJiS bOOO 
Hot Files 
Mot Tub File 
Image 1S00 
lettpr Openers 
Letter Tra\ 
List Finder 
Magazine File 
Mediabank 
Memo Holder 
Note Rack 

Paper Clip Dispenser 
Ppncrl Cups 
Pencil Palace 
Pen Stand 
Plastic Sorters 
Printer Stand 
Reflection 2000 
Stackablp Trav^ 
Starter Set< 
Tape Dispenser 
Thirteen Hundred Serii 
Tray Supports 
Versatilt Sorter 
Vertical Sorter 
Waste., jskets 
Wood ine 6500 
Electric 
Clocks 

Letter Opener 

Pencil Sharpeners 

Staplers , 
lectrrcal Supplies 
lECTRONlC 

Ribbons 



50 
1 
5 
1 

168 

63 
3 
27 
46 
201 
16 

138-139 
138 

13M39 
139 

198 
196 
198 
196 
198 

79 
79 

:32 
132-133 
132 



236 
236 
46 
46 

166 
215 

2 
5 
41 
1-2 
183 

212 
40 

b9 
80-84 
82 84 
82 83 129 
80 64 
8^ 
7b 
1% 
228 
23S 
230 

80-64 88 90 
7b 
80 64 
1b6 
60 
90.22^ 
74 
82 
84 
60-84 
175 
67 
229 
80 84 
66 
61 
80 84 
66 

81- 64 
66 

225 
83 

82 84 229 

82- 64 
62 

s 84 

82 84 69 
86 
89 
82-64 
81 

96 
21 
6 

910 
79 

I8(,1fl/ I 



Scales 31 

ELECTRO-OPTICS Magnifrers 51 

Elements. Typevsriter 182 

Elmer's Clue 16 

Embossing Machines 8t Tape 132 
Envelopes 

Bond 195 

Boxed 195 

Catalog 195 

Clasp ^194 

Com 195 

Continuous 231 

Interoffice 195 

Post Lite 29 

Self-Seal 194 

Shipping 29 

White Wove 195 

Window 195 

Tyvek 194 
Erasers 

Blackboard 50 

DtKon 5 

Dri'Erase 50 

Eberhard Faber 5 

Faber Castell S 

Mechanical Pencil 4 

Paper Wrapped 5 

Pencii 5 

Rose Art 50 

Sticks 5 

Tips 5 

Weber Costello 47 

ESCRAPH 

Tonprj & Developpf^s 199 

ESSELTE (See Oxford) 

EVANS 

Anti static Spray 222 

Collators 121 

Tacky Fingers 21 
Ever Read\ Calendars 105106 
Expanding Files 120-121 

Expresso Pen 38 



FABER CASTELL 

Col Erase 2 

Colored Pencils 2 

Erasers 5 

Clue Stick 16 

Coif Pencils 2 

HighJptrrs 42 

lead Pencils 1 

Markers 38 40 

Neon Lites 45 

Permanent Markers 40 

Staplers 13 

Uni Bali Pens 45 

Wonderv^nlP' 38 

FALCON Rulers 19 

FrtJtroers 

Acco 14 

Avpry 14 

Brass 14 

Frie 14 

Noesting 14 
FELLOWES MFC. 

Copy Holders 197,222 

Felt Blackboard Eraser 50 

Felt Stamp Pads 54 

Filament Tape & Dispenser 26 
File 

Boxes 118 

Business Card 128 

Cabmets 126 

Card 127 

Fasteners 14 

Folder, Labels 112 
Folders 

Colored 113114 

Hanging 114-115 

Interior 114 

Island Brand 115 

Klecr 155 

Kraft 111 

Manila IIO-III 

Packaged 110 

Partition 110 

Pendaflex 114115 

Shelf 111 

Guides 1i3 

Index Card 126-127 
lackets 115.120121 

Pockpts 121 

Signals 18 
Files 

Accordian 120 

Add On 195 

Banker's Bot 66 70 

Box 67 



Business Card 128129 

Card 126-127 

Carrying 119 

ChecV 73 74 

Data Binder 233 

Data Pak 194 

Deco 67 

Desk Drawer 74 7b 

Diskette 212 21-' 

Everyday 121 

Expanding 120 
Hanging 114-115.214 

Horizontal 72 

K»?y 78 

Liberty 66 

Looseleaf 212 

Magazine 66 67 

Pendaflex 116 

Personal 118 

R-Kivp 70 

Rolodex 170171 

Storage 68 

Transfer 68 

Visible 122 

Fllmg Tub 73 

Film Ribbon 184-185 

Fine Point Pens 36 37 

Fineline Markers 38 39 

Finger Moisteners 21 

First Class Labels 29 

FIRST SOFTWARE INC. 204 205 

F15KAR5 Scissors 20 

FISHER Ballpoint Refills 36 

Flair Pens 39 

Flashlights 79 
Flexible 

Data Binders 232 233 

Diskette labels 214 

Diskettes 206 209 

Steel Rulers 19 

FLEXIDUCT 
Power Extensions 

Flip Files 

Fluid Correction 

Fluorescent 
Hi liierS 
Lamps 

Foam Stamp Pads 

Foldrrs 
Colored 

Colored Pendaflex 
Hanging 
Interior 
Kiand Brand 

Manila 
Pack^fied 
Partition 
Pendaflex 
Shelf 
Formt 
Accounting 
Business 
Data Pfocpssinj; 
Rof ordplatr 
Rediform 
Stock 

Visible Record 
FOX RIVER Papers 
Frames 

Classic Housing Microfn 

Pendafleii 

T*ansparenc\ 
FU|I Diskettes 
Fuser Oil 



79 
21: 
189 

A} 
97 
54 

111 
114 
11411S 
114 

in 

111 
110-111 

110 

110 
114m 

111 

1*i81S9 
5b S** 
210 
61 h-\ 

56 59 

57 >9 
122 

192-193 

2lh 
lib 
201 
207 
199 



he 



Cender Changes 227 

GENERAL RIBBON 

Information Processing 216 217 
Ribbons 186187.21b 217 

CENTECH Sealing lape 28 

CiOBEWEIS 

Binding Case 66 

Box File 66 

Desk Trays 92 

Everyday Files 121 

Metal Card files 127 

Transfer Case 66 

Clue 16 

Colt Pencils 2 

CP TECHNOLOCIES 

Type Elements 182 

Pnntvvheels 218 2m 

Craph Pads 153 

Cnpeez Finger Tips 21 

Cuides 

131 113 124 

hie Polders 113 



Index Card 

Monthly 

Rolodex 
CUILFORD 

Appointment Books 

Tele Address Books 
Cummed Reinforced lape 
CU5SC0 

Odily Card Cuides 

File Folders 

File Cuides 

Folders. Press Board 

Monthly Cuides 

Partition Folders 

Transfiles 



124125 
124 
173 

103 104 
129 
26 

124l.'S 
110 
113 
110 
124 
110 
69 



H 



HAMMERMILL Copier Paper 
Hami 
Punch 

Tape Dispenser 
Handles and Channels, Binder 
Handy Panels, Visible 
Hanging 

Folder Fries-Diskette 

Folder Frames 

Folder Inserts 

Folder — Pendaflex 
HAZEL Portfolios 
Hardwood RulerS 
H«ad Cleaner Kit 
Heavy Duty 

Binders 

Punches 

Scales 

Staples 
Hem/ lime letter 
HERLITZ 

Memoland II 

Color Stack Box 

Memo & Note Cube^ 
Highlighters 

Dennison Carters 

Faber Castell 

Sanford 

Schwan Stabilo 
High Stat Files 
Highland Tape 
Holders 

Bad^p 

Business Card 
Business forms 
Holder) 
Job iKkei 
Label 
Memo 
Pad 

Paper Clip 

Pencil 

Shr»*i 

Stationery 

lelpfi'vl 

lelcphone 
Holders Cop\ 
Home 

Budget and Book Record 
Files 

horizontal Organizers 
Hot Files 

HORMEL CORPORATION 

Hevcrane Set 
HOUGHTON-MIFFLIN 

Dictionary 

Reference Books 

Secretarial Handbook 

Software 

Ihesauras 

Word Desk Book 
Housing frames Microfiche 
HUNT-BOSTON 

Air Cleanprs 

Bulldog Clips 

Ht-'Ctnt letter Opener 

Paper Punch 

Pencil Sharpeners . . 
HUNT (See Litning) 
HURON 

Copysettes 

Manifold Paper 

Second !>heets 



200 

3; 
26 
234 
122 

214 
116 
116 
114115 
100 
19 
214 

146 

3S 
31 
911 
105 

167 
167 
167 

43 
42 
42 
42 

68 
24,26 

135 
82 
64 
64 
77 

135 234 
80 87 
101 
82 85 
82-66 
64 
75 76 
169 
169 
1%-197 

63 
70119 
71-7275 
90.228 

22 

176 
176 
177 
205 
176 
176 
236 

226 
17 
21 
32.35 
6-7 



193 
193 
193 



IBM 

Couier Rolls 

Kibbons 

loni'rv 

l\pe Mements 



199 
184 165 
199 
162 



ERLC 



128 



239 



f 



-iOIAL Paper CUmpi 
101^ 
Ash Boardi 
Binder Clipi 
' Clipboard) 
Date Sumps 
Utter Openers 
' Memo Holders 
' P6iUl Scales 
Incandescent lamps 
index 

, vCard Cabinets 
. Card Files 
'Card Guides 
' . Cards 
''.List Finders 
' Tabs 

Telephone 
indexes 
: Algner 
' 'DtU Binder 
/Oennison National 
,.A«1onarch . , 

• -Foftt Binder 
,IUcord plate 
' Rin| Binder 

ViSiDle binder 

• Wrtte<»nJabs 
In/ormation processing 
. Afcoustical Covers 

Air Cleaners 
.^'Anti Sutic Mats 

Binder Storage 
' Binder Supplies 
.V* Cables 
. > Cassettes 

.Cassette Accessories 
Computer Paper 
' • 'Computer Supplies 
Continuous Card} 
Copier Supplie> 

• Copyholders 
TRT Filters 
CRT Sunds 

. CRT Trays 

Oau Binders 
*DaU Cart 
~ Oau Dolly 

Diskette Chart 

Diskette Storage 

Diskettes 

Flexrble Disk Mailers 
Forms. Letterhead 
Forms. Slock 
Furniture 
Cende; Changes 
Ubels 

Binder Holder 

Cassette 

Copier 

DaU Processing 

Diskette 

Mini 

Tabulibels 

Word Processmg 
A^diabank 
Microfiche 
Modems 
Paper 

Printer SUnds 

Pfintwheet Supplies 

Printwheels 

iUdiation Screen 
. Ribbons 

Shredders 
* Software 

Suckable Trays 

Surge Frotector 

Toners & Developers 

Turnubles 

Typing Elements 
, Videocasseites 

^rd Processing Supplies 
Ink 

MImeo 

Numbering Machine 
, rom SUmper 

Sump Pad 

X Sumper 
Ink Eraser 

INNOVATIVE CONCEPTS 

Flip 'n File 
InserUble Binder Indexes 
Inserts ' Bendafiex 
Interior Folders 

INTIRNATIONAl ENVELOPES 

Tyvek tnvelopes 
Interoffice Envelopes 
Inventory Control Form 
Invoices 

Island Brand Hanging Folders 



17 

23 
17 
23 
55 
21 
167 
31 
97 

126 
126 
124-125 
123 
174-175 
150-151 
62.174 

150.234 
234 

149-151.234 
151 
149 

62 

150-151 
122 
151 
203-236 
225 
22b 
223 
235 
234 
227 
190 
I9i) 
230 231 
225 230 
221 
199 201 
197 
22b 
224 
228 
232 233 
23S 
230 
210 211 
212 214 
206 209 
214 
230 
230 
224 
227 



234 
190 
200 

2n 

214 

221 
221 
222 
229 
2ib 
227 

230-231 
225 
220 

218-220 
2/b 

215-217 
202 

204 205 
229 
227 
199 
226 
182 
236 
222 

198 
55 
S3 
54 
52 
5 

213 
150151 
116 
114 

194 

195 
122 
57,59 
115 



J 



iilfy Envelopes 29 

iob Ticket Holders and Rack 77 
JOSHUA MtM 

Badges 135 

Business Card File 12s 

Desk Pad Protector 91 

Factory Sheet Holder 154 

Have Desk Will Travel 101 

iob Ticket Holder 77 

Pad Holder 101 

Pm • On Badges 135 

Report Covefs 154 

Sheet Protectors 154 

Visible Covers iS4 
journal Books 160-161 



K 



KEITH CLARK 

Appointment Books 

Calendars 

Planners 

Wall Calendar) 
KEMASTER 

Key Cabinets 

Key Racks 
Key 

Cabinets 

Racks 

Taijs 
Kik. Step Slool 
KINCSBACHER.MURPHY 

Heavy Duly Rin^ Binders 

Pad Holders 

Presentation Binders 

Report Covers 

Ring Btndcrj 

Sheet Protectors 
Knive> 

KO-RECTYPE 

Correction Tape 
Electronic Ribbons 
Film Ribbons 
Kit 

Lift-Off Tape 
Kraft 

i nvelopes 

File Folders 

Sealing Tape 
KRAZY CLUE 



102-104 
105-109 
105.109 
106 

78 
78 

78 
78 
30.78 
23 

148 

101 
147 
136 
142.147 
154 
28 

186 
186187 
184 18S 
184 185 
186-187 

194195 
111 
28 
16 



Label Holders 

Self Adhesive 

Spring Lock 

Tab 
Labels 

Address 

Air Mail 

Avery 

Cassette 

Color Coding 

Copier 

Data Processing 

Diskette 

Dn-Labels 

f lectiostatic Copicr 

file folder 

First Cass 

Mini 

Name Badges 

Roil 

Rush 

Self Adhesive 
Tabulabels 
Word Hrocessinu 
LABELON 
file Signals 
Map Tacks 
Push Pins 

Thermal Copy Paper 
Lamps 

lead Pencils 
Leads. Pentel 
Ledger 

Binders 

Books 

Cards 

Forms 

Sheets 
Legal Ruled pads 
Letter Openers 

Ruled Pads 

Scales 
Letter Size Pads 



234 
135 
2J4 

29.112 
29 

112.130,221 
190 
130131 
200 
221 
214 
112 
200 
112 
29 
221 
135 
112 
29 

130-131 
221 
222 

18 
18 
18 

198 
97 

1-3 
3 

149 
160161 

122 
158-159 
158159 

162 
21 

162-163 
31 

162-163 



Lift Off Correction Ribbon 184 185 

Linear Scales 31 

Line Daters 55 

LIDN Numbering Machine SS 
LIQUID PAPER 

Correction Film 188 

Correction Fluid ia9 

finger Pmkies 21 

Mistake Out 139 

Moisturizers, Finger 2I 

Paper Creme 21 
Pen & Ink Correction Fluid 189 
List Finders 

Bates 174-175 
Eldon 

Refills 174 

Rolodex ie,e 175 

LITNINC ■ 

Book Racks 72.73 

Blank Case 72 

Business Card File 128 

CaUlog Racks 73 

Check Rjcks 73.74 

Communicore 224 

Display Rack 77 

Horizontal Files 72 

Horizontal Organizers 72 

Magazine Racks 77 

Memo Minder 71 

Mesiage Racks 71 
Or«anrzers 71-74.76-77.229 

Posting Tub 74 
Printout Form Desk Organizer 229 



Sorter Files 

Stationery Holder 

Ticket Rack 

Time Card Rack 

Vertical file 

Vertical O^uanize." 

Wire Orifamzer: 
Long Reach Stdpler 
Looseleaf 

Binders 

Indexes 

Reinforcements 
Sheets 
" lumber Crayons 



M 



:RIC 



Machines 
Label Maker 
Numbering 
Stapling 
Magd7ine 
Files 
Racks 
Magic Rub f raser 
Magtc Cellophane Tape 
Ma^tc lape Plus 
Magnetic 
Bulldog Clips 
Hot Files 
Magnifiers 
Electro Optics 
Ultra-Optix 
Mail 
Labels 
Sorter 
Mailers 
Data Pak 
Diskette 
Mailing Tubes 
Manifold 
Copysettes 
Second Sheets 
Manila 
Com Envelopes 
File Pockets 
Folders 
Shelf Folders 
Shipping Tags 
Tags 
Map Tacks 
Maps 
Rand McNaliy 
Road Atlas 
Markers 
Berol 
BiC 

Blaisdell 
Broaci Tip 
China 

Dennison Carters 
Dn-f rase 
fberhard faber 
H Marf.o 
(rasable 
f xpresso 



72.74,76 
76 
77 
77 
71 
71.73 
73 
11 

141-147 
148-149 
135 
152-153 
50 



132 
55 
8-13 

66^7 
77 
5 

24.27 
24 

17 
90 
51 
51 
SI 

112 
76 

214 
214 
26 

193 
193 

195 
121 
110-111 
111 
30 
30 
18 

177 
177 

38 40 
44 

50 
40 
50 
41-42 
47.50 
41 
40 
47 50 
38 



Faber Castell 
felt Tip 
fine Line 
Flair 

Highlighters 
Le Pen 
Marks A Lot 
Metallic Marker 
Outimers 
Papermate 
Pentel 

Pen Style Markers 

Permanent 

Pilot 

Plastic Point 
Razor Point 
Rolling Writers 
Sakura 
Sanford 

Schwan Stabilo 
Sharpie 
Uchida 
UnibdII 

Weber Costello 
Marks-A-Lot 
Masking Tape 
MASTER PRODUCTS 

Attache Cases 

Caulog Stand) & Acces: 
Mats 

Anti-Static 

Chair 

Typewriter 
McFile 

McCILL Punches 
Mechanical 

ledd Holder and Leads 

Pencils 
Mediabank 
Memo 

Book filler Paper 

Books 

Cubes 

Holders 

Slips 

MERRIAM-WteSTIR 

Dictionary 

Secretarial Handbook 
Messdge 

Book. Telephone 

forms 

Holders 

Pads 

Rack 
Metal 

Bases for Storage files 
Book Ends 
Card Flies 
Rim Td^s 
Rulers 
Tab Guides 
Micro 
Cassettes 
Diskette) 
f iche 

Micropore Sump Pads 
Mimeo 

Ink 

Paper 

Stencils 
Mini 

Diskettes 

Labels 

Rack 
Mistake Out 
MMM (3MJ 

Carton Sealing Tape 

Cellophar^e Tape 

Colored Post It Notes 

Correction Tape 

Desk Cleaner 

Desk Tape Di>pen>er 

Diskettes 

Double Stick Tape 
Drafting Tape 
Dual Spectrum 
Expression Post-it-Notes 
Filament Tape 
Filament Tape Dispenser 
Highland Mending; Tape 
Infrared Transparency film 
Magic Ta .e 
Magir Tape plus 
Masking Tape 
Package Sealing Tape 
Permanent Mending Tapt* 
Post It Nott s 
Post It Note Trays 
Stripping lape 
Transparency film franu> 
Videocassettes 



38 40 
40 

38 39 
39 
42 

f 38 
41 
4.; 
44 

39 40 
44 
41 
40 
39 
39 
3'^ 

44 4S 
44 

38 4U 
4.' 
40 
38 
4S 
47 
41 
26 

Dries Lh 

22i 
94 95 2^3 
U3 
life 
3: 



3-4 
229 

153 
153 
it>: 

16"^ 
It" 

17b 
17t> 

169 
58 

1b9 
166167 
71 

70 
7b 

12612: 
30 
19 
113 

23b 

20t) 

23b 
54 

19i» 
198 
198 

2O"-209 
221 
231 
lev 

27 28 
2-*27 
16b 
19U 

J1 
25 26 
206 

27 

27 
201 
167 

26 

26 

26 
201 
24 17 

24 

2b 

27 

24 

16611." 
1l»6 

2in 

236 



129 



. Oiiblo Compatible 
CP Technologres 
Oumc Compatible 
thimblfs 

ffjtt Glut Stick 

Prong fasteners 



h 



Card 

Cuff 

Otsk Pad 

Floor 
Bocket 
Sheet 
Punches 
Acco 
Clw 

Hur^t'Boston 
■ McCill 
Paper 

Rolodex 

Purchase Order Books A Forns 56-59 



216 
216-219 
219 
219 
16 
14 

173 
22 
91 
94 95 
22 

154155 

33.35 
32 
35 
32 
33,35 
33,35 



y-: ' Push Pms 

f . Q 

Quadrille 
.Desk pads 
Pads 
QUME 

Printwiieels Compatible 
Informition Processing 
Ribbons 



1^ 

vr. 
if 



6'- 



R 



R 4 D PJtODUCTS 

Messaae Holders 
R*lCive Files and Organizers 
. Racks 

Book 

Caulog 

Check 
' Oeco 

Otfktop 

Display 

job Ticket 

Key 

Magazine 
Message 

Mini 
Note 

Printout Reader Rack 

Sorting 

Ttme Card 
Radiation Sheild 
RAND McNALLY 

Zip Code Atlas 

Road Atlas 
Razor Blades 

Reading Classes (Magnifiers) 
Receipt 

Books 

Cash 

Oelivcry 

Money 

VUnt 

RtcepUcles. Waste 
Record 
Auto 
9ooks 

At-A-Clance 

Accounting 

Budget 

Payroll 

Personal 

Sales 

Tax 
Book sets 
Expense 
Payroll 
Rtcaiving 
Racordpiate 
Visible 
Recordplate 
Red Fibre Pockets 
RED ROPE 

EKpandtng Files 
REDIFORM 
Auto Repair Order 
Avoid Wrbal Orders 
Bills of Lading 
Continuous Sales Forms 
Crtdit Memo 
Daily Time Card 
Delivery Receipt 
invoices 

Material Requisition 
Money Receipt 
Packing Slip 



62 



16 



109 
163 

219 

215 



169 

70 

72-73 76 
65.73 
74 
67 
73.234 
77 
77 
76 
77 
73 
235 
BB 
195 
74 76 
77 
226 

177 
177 
26 
51 

57 
57 
57 
56 
57 

64,67.93 
56 

104-1 OS 
160-161 
63 
63 
60.63 
61 
63 
60-61 
59.62 
63 
56 
60-62 
122 
60-432 
121 

121 

5B 
56 

57-59 
56 
57 
56 
57 

57-59 
56 
57 
57 



Paid Out Voucher 
Purchase Order 
Receiving Records 
Recordplate 
Rediletter 
Redinote 
Rent Receipt 
Repair Order 
Sales Book 
Sales Form 
Salesman's Order 
Speedimemo 
Speediset 
Statement 

Stock Data Carbonless Paper 

Travel Expense Report 

Weekly Time Tickei 
Reference Books 
Refills, Ballpoint Pens 
Reinforced 

File Folders 

Kraft Folders 

Tape 

Reinfr^Tcemenis Looseleaf 
Reminde* Books 
Removers Staple 
RENNEKER Tele-Rest 
Rent Receipt 
Repair Forms 
RIPEATO-TVPE 

Fluid 

Ink 

Stencils 
Report Covers 
Rest. Telephone 
REVERE 

Rubber Bands 
Ribbons 
Adding Machine 
Burroughs 180-181 164-167,216 217 
Calculator 160161 
Cartridge 164 165 

Correctable Film 164 167 

Diablo 215 
faton Allen 164165 
tiectronic 166-167 
General Ribbon 166-187,216-217 
lnfo/mf»ion PfoCessinj; 215-217 



57 
56-59 
56-59 
60^2 
56 
59 
57 
S6 
56 
56 59 
56 
56 
56 
57 
230 
59 
56 

176-177 
36 



111 
111 
26 
135 

102 1 04-105 
13 
169 
57 
56 

196 
196 
198 
136137 
1o9 

15 

160-161 



Ko-RecType 
Nec Compatible 
Qume 
Selectric 
Smith Corona 
Typewriter 
Ring Binders 
AcCo 
Briefcase 
Catalog 

Oennison National 
Heavy Duty 
Kingsbacher-Murphy 
Post 

Presentation 

Tower-Crossman 

Wilson J .-^es 
Ring Book Sheets 
RING KING 

Acoustical Covers 

Classic Housing Frame 

Diskette Files 

Diskette File Trays 

Easel Binders, Microfiche 

Flip Files 

Looseleaf Files 

Microfiche File Trays 

Printwheel Binder 

Printer SiarJs 

Thimble Storage Binder 

Turntable 
ROGER'S 

Craie-A-File 

Stay Put Pen 
Rouet's Thesaurus 
RoMabels 
Roller Pens 

Roil'on Stamp Pad Ink 
Rolls 

Adding Machine 

Address Labels 

Calculator 

Copier 

Teletype 

Thermal Add 
ROLODEX 

Business Card File 

Card Protectors 

Cards 

Companion File 
Corrpucard 
Contmuous Cards 
Files 



184-165.215 
215 
215 
164-165 

164-1 as 

164-167 

146 
149 
149 

144 145,147 
146 
142.147 
149 
147 
141,147 
143 
152 

225 
2J6 
212 
212 
236 
212 
212 
236 
235 
225 
235 
226 

116 
36 
176 
112 
44-45 
54 

179 
112 
179 
199 
179 
179 

126 
173 
173 
171 
205 
221 
170171 



Guides 173 

Label Express 221 

List Finders 168.175 

Memodex 173 

Petite Organaer File 171 

Punches 34 35 

Rotary Files 171 173 

Swivel File 170 

Utility File 171 

V-Files 170 

VIP File 171 

V Guide File 172 

ROSE ART 

Blackboard Eraser 50 

ROSS 



Pritt Clue Sticks 


16 


Rotary CarcJ Files 


171-173 


Round Head Fasteners 


17 


Round Ring Binders 


141-146 


Rubacote Erasers 


5 


Rubber 




Bands 


15 


Cement 


16 


Cement Dispenser 


16 


Cement Thinner 


16 


Erasers 


5 


Finger Tips 


21 


Stamps 


52-53 


Sump Pads 


54 


Typewriter Pads 


163 


RUIIERMAID 




Anti'Siatic Chairmats 


223 


Ashtrays 


66-67 


Business Card File 


67 


Calendar Bases 


66-87 


Calendar/Memo Holder 


66 67 


Chairmats 


95.223 


Combase 


224 


CRT Tray 


226 


Desk Pads 


66 87 


Desk Trays 


229 


Designer II Senes 


67 


Form 1000 


66 


Letter Trays 86 67.91.229 


Mem'^ Holder 


66 67 


Pencil Cups 


66 37 


- Plastic Poly Liners 


93 


Poly Chairmats 


95 


QuiCkstack Trays 


91.229 


Snap Files 


67 


Step Stool 


23 


Tray Supports 


86 67 


Typewriter Pads 


163 


Vinyl Chairmats 


95 


Wastebaskets 


- 66-67.93 


Ruled 


Columnar 




Books 


160-161 


Pads 


156 


Sheets 


156159 


Index Cards 


123 


Ledger Sheets 


156159 


Pads 





Columnar 
Cross Section 
Legal 
Quadrille 
Scratch 
Rulers 

Data 

Falcon 

Plastic 

Stanley 

Steel 

Tape 

Wood 
Rush labels 



Saddle Stapler 
SAFCO Hand Truck 
SAKURA 

Nocks Pencils 

Oudiners 

Pencils 
Safety Knives 
Sales Books 

Saiesmans Catalog Case 
SANFORD 

Broad Tip Markers 

Dry-E;aJe Markers 

Expresso Pen 

Highlighter 

Accent Markers 

Pom Stampers & Ink 

Roll-On ink 

Sharpie Marker 



156159 
163 
162 
163 
162 

230 
19 
19 
19 
19 
19 
19 
29 



V»s A ViS 201 

SAUNDERS 

Clipboard) 23 

Form Holders (>4 

SAVIN 

Copier Paper ^ 200 

Copier Supplies 200 201 
SAXON 

Bond Paper i<^) 

Blotters 91 

Com Envelopes 19^ 

Copier Supplies 200 

Duplicator Paper 200 

Esquire Bond i9j 

Mimeo Paper 19^ 

Onion>kin 193 

Self Seal Envelopes 194 

Xer'igraphic Paper 20i' 

Scales 31 

School 

Binders 14114? 

Chalk 49 

Colored Pencils 2 

Composition Books 164-16S 

Dictionaries I7t 

Erasers 5 

Filler Paper 152-153 

Clue It 

Indexes 150151 

Notebooks 164165 

Pads 162163 

Pencils 12 3 

Report Covers 137139 

Ring Binders I40l4t> 

Scissors 20 
SCHWANSTABIIO 

Highlighters 42 

Scissors 20 

Scotch Tape 24 26 2" 
SCOVILLE 

Clip Cacdy 17 

Scratch Pad> m2 
SEALO-MATIC CORP 

Saiety Kmves 26 

Sealing Tape 2"^ 

Secretarial Handbooks 177 

Second Sheets 19^ 

Security Boxes 11? 

Self-Adhesive fastenir> 14 
Self-lnkmg 

Dater 53 

Rubber Stamps 53 
SETH THOMAS 

Clocks 9b 

Self Seal Invelopi'i 173 
SHACHIHATA 

Ddters 5) 

Ink 5: 

Stampers 52 

Tray 52 
Sharpeners 

Hunt 6 7 

Panasonic 6 

Pocket 7 

Sharpie Markers 40 

Shears 20 

Sheet Holders and Protectors 64 

Shelf Folders in 
Shipping 

Bat,s 29 

Envelopes 2^ 

Forms 56-59 

Tags 30 

Shoulder Rest Telephone 169 

Shredders 20^ 

Signals. File lb 

Singlex Erasers 5 
SL WABER 

Outlet Strip 79 
SMITH CORONA 

Ribbons 164 18S 

Snopdke Correction Huid lb9 





SOFTAlk 




9 


Telephone bhoulOi-r Keit 


16y 


230 


Software 


2U4 205 




Sorters 


3 


Mail 


72 74 76 


44 


Rack 


72 74 70 


3 


Tub 


74 


26 


SOUTHWORTH 




56 


Bond Paper 


192 


99 


Continuous letter lorm> 


230 




Flip A Week Calendar 


105 


41 


Kdcerase 


1M$ 


50 


Second bl.. ^-ts 


19i 


36 


Special Delivery Labei> 


29 


42 


Speedimemo 


5H V» 


42 


Speediset Forms & iriters 


56 5^ 


53 


Spmdle 


2» 


54 


SPIRIT 




40 


Duplicator 


19tt 
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riuid 

Ma«'crs % 
Squeeic Bottle Moisten er 
SRW 

* Library Case 

Mir)idex/60 
Stamps 

Diat-A-Phrase 

Pom Stampers 

Rubber 

X-Stampers 
Stands 

Catalog 

CRT 
STANLEY 
' Tape Ruler 
Staonal Crayons 
Staple 

Cun 

Remover 
Staplers 
Acco 
Ace 
Bates 
Bostitch 
Electric 
Etona 

Faber Castell 

Staples 

Swingline 
I Staples 
5TAPLEX 

Staplers 
Statement Forms 
Stax Data Pak 
StarOn Steel Files 
STEBCO 

Attache Case 

Catalog Cases 
Steel Rulers 
Stencil Supplies 
Stenographer 

Copyholders 

Notebooks 
Stpnorace Eraser 
Step Stools 
STERLING 

Business Card File 

Desk Accessories 

Desk Mate 

Moistener 

Multi-File 

^uler 

Sharpener 

Super File 

Trays 
Stick 

Erasers 

Clue 
Stork Forms 
Stools 
Storage 

Binder 

Data Processing 

Organirers 

Files 
Strapping Tape 
Stik Eraser 
Strung Tags 
Student Lamps 
SUCCESS 

Book Style Calendars 

Weekly Desk Calendar 
Surge Protector 
SWINGLtNE 

Electric Stapler 

Cripeere Fingers 

Heavy Duty Stapler 

Long Reach Stapler 

Pher Stapler 

Rubber Fingers 

Saddler Staplers 

Staplers 

Staples 

Tackers 
Swivel File, Rolodex 



Tabulabcis 

Tabbing 

Tabs 

Aigner 

Index 

Monarch 

Pendaflex 

Pressure Sensitive 

WriteOn 
Tackers 



56-59 
23 

235 
212-214 
71-77 
66-70 
27 
5 

30 
97 

106107 
105 
227 

10 
71 

II 
9 

21 
9 

8-11.13 
10-11,13 
9 
170 



221 
151 

151 
150-151 
151 
116 
151 
151 
9 



198 


Tacks. Thumb 


18 


198 


Tacky Finger 


21 


29 


Tags 






Colored 


30 


213 


Key 


30 


213 


Manila 


30 




Merchandising Tags 


30 


55 


Shipping 


30 


53 


Strung 


30 


52-53 


Unstrung 


30 


52 


Tape 






Adding Machine 


179 


65 


Calculator 


179 


224 


Carton Sealing 


28 




Cellophane 


24.27 


19 


Correction 


190 


50 


Dispensers 


25-26 




Double Stik 


27 


13 


Drafting 


27 


13 


Dymo 


132 




Embossing . 


132 


12 


Filament 


26 


10,13 


Magic 


24,27 


12-13 


Masking 


26 


11 


Mending 


?4 


10 


Package Sealmj^ 


27*28 


10 


Perforator 


179 


13 


Reinforced 


28 


9 


Scotch 


24.26-27 


$11.13 


Strapping 


27 


10-11.13 


Transparent 


24.27 




Tape Dispensers 


25-26 


9 


Taperaser 


188 


57-58 


Tapewriter 


132 


194 


IDS 




68 


Gender Changes 


227 




Interface Cables 


227 


99 


Telephone 




99 


Accessories 


169 


19 


Address Books 


168 


198 


Bates 


174-175 




Flics 


168 


1% 


Hea'dsets 


169 


165 


Holders 


169 


5 


List Finders 


174 175 


23 


Message Pads 


166,168 




Redilorm/Record plate 


60 


65129 


Rest 


169 


85 


Rolodex 


1 70-1 74 


85 


Rotary File 


173 


29 


Shoulder Rest 


169 


119 


Teletype Rolls 


179 


19 


Templates 


230 


7 


TENEX 




119 


Chairmat^ 


95.223 


85 


Wastebaskets 


93 




TEXAS INSTRUMENTS 




5 


Calculators 


178 


16 


Thermal 





Calculator Rolb 
Copy Paper 
Labels 
Thesaurus 

Thimble Storage Binder 

Thimbles 

Thinner 

Correction Fluid 

Rubber Cement 
Thumb Tacks 
Ticket Racks 
TIFFANY 

Tape Dispenser 
Time Card Rack 
Time Tickets 
Toners 

Esgraph 

IBM 

Savin 

Xerox 
Tote File 

10WE»*CR0SSMAN 
Carbon Paper 
Memo Slips 
Pads 

Ring Binders 

Steno Notebook 

Tags 
Transfer Files 
Transparency 

Film 

Frame* 
Transparent 

Card Protectors 

Report Covers 

Tape 
Travel 

Desk Pads 

Expense Report Forms 
Trash Bags 
Tray^ 

CRT Tray 



179 
200 
200 
176 
220 
219 

189 
16 
18 
77 

38 
77 
77 

199 
199 
199 
199 
118 

191 
167 
162-163 
141 
165 
30 

66.66 70 

201 
201 

173 
139 
24,27 

101 
59 
93,201 

228 



80-87. 
83.89. 



Desk Drawer 
Diskette 
Letter 
Microfiche 
Stackable 
X-Stamper 
Trimmers 

Turquoise Pencils & Leads 

Typing Supplies 
Correction 
Ribbons 
Typewriter Pads 
Type Elements 
Type Element 3inder 
Type Element Cleaner 



66 

212.214 
91. 92,21 4 
236 
91-92.229 
52 
20 
3 

168-190 
184 187 
183 
182 
183 
183 



U 



UCHIDA 

LePen 38 
ULTRA-OPTIX 

Magmfiers 51 

Onda Wunda Pads 183 

Under Phone List Finder 174 

Uni-Balf Pens 43 
UNION RUBBER 

Rubber Cement 16 

Rubber Cement Dispenser 16 

Thinner 16 

Unstrung Tags 30 
UNITED TECHNICAL PRODUCTS 

Compu-Mat 223 
UNIVERSAL DATA SYSTEMS 

Auto Dialer Modem 227 

Line Powered Modems 227 



VARI-LINE 

Continuous Index Cards 

Continuous Fan Fold Cards 

Rulers 
VElOBIND 

Personal Velobinder 

SUrter Set 
V-Files 
V-Chde File 
VERBATIM 

Head Cleaning 

Flexible Diskette^ 
Vertical 

File 

Organtrers 
VICTOR 

Book Visible 

Card Files 

Card Forms 

Handy Panels 

Visible Files 

Visible Pockets 
Videocassettes 
Vinyl Binders 
Vis-AVis Pens 
Visible 

Books 

Card Flle^ 

Card Forms 

Covers 

Files 

Panels 

Pockets 

Report Covers 

Sheet Holders 
Voucher 
Vu line Rulers 



221 
221 
19 230 

134 
134 

170 
172 

202 
209 

71 
71 

122 
122 
122 
122 
122 
122 
236 
141-146 
201 

122 
122 
122 
136-137 
122 
122 
122 
136-137 
154-155 
57 
230 



w 



Wall Calendars 
Wallets 

Expanding 

School 
Wall Clocks 
Wastebaskets 
WEBER COSTELLO 

Contour Boards 

Contempo Boards 

Contempo Erasers 

Directory Boards 

Dri-Erase Contempo Markers 

Letter Boards 

Markerboard Cleaner 

Message Cen»er 



108 

120 
120 
96 

82 84 86-87.93 



47 
47 
47 
4fl 
47 
48 
47 
48 



Presentation Easel 46 
Weekly 

Appointment Books 103-105 
Minder 

Reminder Wall Calendar 108 

Time Ticket .77 

While Vdu Were Out 

Book 168 

P«d 168 

WILSON JONES 

Accountant Worksheets 156 

Accounting Books 161 

Columnar Books . . 16I 

Columnar Pads 156 

Columnar Sheets 159 

Copyholders 196.222 

Data Binder Indexes 234 

Data Binders . 232 

DaU Drawers. 235 

D<Ring Binders 143 

Expanding Files , . 120 

Heavy Duty Binders . 148 

Posts , 234 

Ledger Sheets 159 

Mini Rack .235 

Ring Binders 143 
Tear Proof Ring Book Sheets 152 

Vertical Filing Pockets 121 

Worksheet Pads 156 

Wire Desk Trays 92 

WITE OUT 

Correction Fluid 189 

WITT 

Wastebaskets 93 

Wood Desk Trays 92 
WORCESTER WIRE 

Spindle 22 

A'ire Desk Tray 92 

^rd Desk Set 177 

Word Processing Supplies 182-183 

Write-On Tabs 151 

Writing Pencils 1-2-3 



X-$TAMPER 

Daters 53 

Ink 52 

Stamp .52 

Tray 52 
Xerographic 

Address Labels 200 

Developers 199 

Fuser Oil 199 
Paper 200-201 

Toner 199 



Yellow Pads 



Zip Code 
Arrow Publications 
Atlas 
Directory 
Rand McNally 



162 



177 
177 
1-177 
177 



ERLC 
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243 



HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #17 
ATTACHMENT 

STEPS AND TECHNICAL KNOWLEDGE: 

1. Obtain purchase requisition form. 

2. Obtain supply catalogues. 

3. Read the list of supplies needed on purcnase requisition 
form. Pick out the most costly item. 

4. Consult the catalogue index of each supply catalogue to 
find the general category for that item in each catalogue. 

5. Compare the price and shipping information on each catalogue 
for that item. Pick the company vith the best price and 
fastest delivery time. 

6. Look up each item on the supply requisition in the 
appropriate sectors of the supply catalogue, use the 
index to obtain the page niambers. 

7. On a piece of paper, write down: The item name, quantity, 
units, catalogue #, page number from catalogue, description 
from catalogue, unit price and amount. Do your computations 
on a calculator. (Unit price X numbef items = amount) 

8. Check each item against description on purchase requisition. 

9. Obtain purchase order and fill it out by typing the 
required information in the appropriate sections and columns. 

10. Call the supplier to verify prices, amount of items, and ' 
delivery dates. This step is done after the purchase order 
has been mailed out.** 



Wait three days before making your follov7-up call to 
the supplier. This allows the supplier sufficient 
time to have received the purchase order. 



mc 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #17 

OPERATION SHEET 

I. MATERIALS 

a. Quill Supply Catalog 
Pencil or pen 

c. Paper 

d. Typewriter 

e. Purchase order 

f. Calculator 

II. PROCEDURE 

How to order supplies using purchase order. 

1. Obtain purchase requisition form. 

2. Obtain supply catalogues. 

3. Read the list of supplies needed on purchase requisition 
fomi. P-Lck out the irost costly item. 

4. Consult the catalogue index of each supply catalogue to 
find the general category for that item in each catalogue. 

5. Compare the price and shipping information on each catalogue 
for that item. Pick Lhe company with the best price and 
fastest delivery tir.e. 

6. Look up each item on the supply requisition in the 
appropriate sectors of the supply catalogue, use the 
index to obtain the page numbers. 

7. On a piece of paper, write down: The item name, quantity, 
units, catalogue #, page munber from catalogue, description 
from catalogue, unit price and amount. Do your computations 
on a calculator. (Unit price X numbef items = amount) 

8. Check each item against description on purchase requisition. 

9. Obtain purchase order and fill it out by typing the 
required information in the appropriate sections and columns. 

10. Call the supplier to verify prices, amount of items, and ' 
delivery dates. This step is done after the purchase order 
has been .T»ailed out."^'^' 



* Wait three days before making your follov;-up call to 
the supplier. This allows the supplier sufficient 
time to have received the purchase order. 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #17 

WRITTEN TEST J.R.ESL 
COMMUNICATIVE TASK: Categorization. 

DIRECTIONS: Convert each mass noun to a count noun. 
EXAMPLE: WORK: 3obs/ assignment /duties /tasks 

MASS NOUN COUNT NOUN 

1 . Toner 

2. Paper 

3. Glue 

4. Software 

5. Tape 

6. Ink 

7. Correction Fluid 

8. Postage 

9. Stationery 
10. Ribbon 



NAME DATE 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #17 

WRITTEN TEST J.R.ESL 
COMMUNICATIVE TASK: Categorization. 

DIRECTIONS: Convert each mass noun to a count noun. 
EXAMPLE: WORK: jobs/assignment/duties/ tasks 





MASS NOUN 


COUNT NOUN 


1. 


Toner 


( bottle<; ] 


2. 


Paper 


f sheets/ream/rpams/ ) 


3. 


Glue 


I bottles/container?;^ 


4. 


Software 


( di sks/Droarams ) 


5. 


Tape 


( rolls/cassettes ) 


6. 


Ink 


( botti es/cartridqes ) 


7. 


Correction Fluid 


( bottles ) 


8. 


Postage 


f stamos ) 


9. 


Stationery 


( 7envel opes/1 etterhead 


10. 


Ribbon 


( cassettes/ cartridge") 



NAME DATE 
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TASK #17 
JOB SHEET 
PRACTICE 



DIRECTIONS: Complete the attached purchase order form using 
a supply catalo;5ue. 

I. MATERIALS 

a- Supply catalogues 

b. Pencil or pen 

c. Paper 

d. Typewriter 

e. Purchase Order 

f. Calculator 

II. PROCEDURE" 

1. Obtain purchase requisition form. 

2. Obtain supply catalogues. 

^' S^^'^o^^k" shipping information 

P;^'^?^ shipping information on 

the most costly item on the requisition form on 
each supply catalogue. 



4. 
5. 



Fill-out the purchase order by typing in the requ^'red 
xnfonr.ation in the apprpriate%ec?ions and colamns 

Follow-up on the purchase order by calling the suoolier 

Wair^S.^S'^'K ^^'^^^^y ^^-^^^ and descrip on. 

Wait three days before making your call. f^-xou. 

See operation sheet 



III. SUPPLIES TO BE ORDERED 



12 masking tapes 1/2" by 60" 

5 doz glue top paper pad (yellow) 8 1/2" x 11" 
60 Post-it notes 3" x 3" 

800 sheets of Telephone Message Pads 4" x 5 1/2" 
20 reams Park Lane Bond Paper 8 1/2" x 11" 



136 



HACER INC/ HISPANIC WOMEN'S CENTER 
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TASK #17 

REQUISITION FOR SUPPLIES 
PRACTICE 



HACER INC/HISPANIC WOMEN'S CENTER 
611 Broadway, rm 812 
Few York, NY 10012 



Rtquisition # 1 

Date Issued March 2, 19-- 

Date RequiredApril 2, 19-- Approved by:C. Vasquez 



Quantity 


Description 


Unit Priee 


i\nicunt 


12 irnits 


Masking Tapes IfT' X 60** 






5 dozen 


Glue Top Paper Pads (yellow) 8V*' X 11" 






60 units 


Post-It Notes 3*' X 3" 






800 sheet 


5 Telephone Message pads 4" x 5%'* 






20 reams 


Park Lane Bond Paper 8%'' X 11" 



















Signature 



ERIC 
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TASK # 1 7 

JOB SHEET 
PRACTICE 



1 Quantity 
' Ordered 


Untt: 
or Box 


Product Order I 

item 
Number 


Color, 
Finish, 
Style 


Description 


Untt 
Piice 


! 

Total 
Price 






























































^- 





















































































































































TOTAL 




1 



NAME__ DATE 
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TASK #17 

JOB SHEET 
EVALUATION 



DIRECTIONS: 



MATERIALS 



Complete the attached purchase order form using 
a supply catalogue. 



a. Supply catalogues 

b. Pencil or pen 

c. Paper 

d. Typewriter 

e. Purchase Order 

f. Calculator 

II. PROCEDURE* 

1. Obtain purchase requisition form. 

2. Obtain supply catalogues. 

3. Obtain price quotes and shipping information 
Compare the prices and shipping information on 
the most costly item on the requisition form on 
each supply catalogue. 

4. Fill-out the purchase order by typing in the requirei 
information in the apprpriate sections and columns. 



5 



Follow-up on the purchase order by calling the supplier 
prices, delivery date, amount and description. 
Wait three days before making your call. 



" See operation sheet 
III. SUPPLIES TO BE ORDERED 



1 oonnS pencils by Eberhard Farber (medium hard) 

1 pound (lb) Reverse rubber bands 5/8" x 5" 

36 bottles^in.rr^^?""^ ""^P^ Plymouth 1/2" x 950" 
10 rill: I V ^^'Juid Paper (white) 

10 reams Park Lane Bond paper (white) by Sazon 



HACER INC/ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK # 17 

REQUISITION FOR SUPPLIES 
EVALUATION 



HACER INC/HISPANIC WOMEN'S CENTER 
611 Broadway, rm 812 
New York, MY 10012 

Requisition # 2 

Date Issued December 25, 19-- 



Date Required January 16, 19-- Approved by: C. Vasquez 



Quantity 


Description 


Unit Price 


iXmcunt 


3 dozen 


Mongol pencils by Eberhard Farber CmediuTn).. 






one pound 
1 lb. 


Revere rubber bands 5/8'* X 5" 






3 boxes 


Magic Transparent tape by Plymouth 
IIT' X 950'* 






36 bottles 


; Just for Copies Liquid Paper (whiter 






10 Reams 


Park Lane Bond paper (white) bv Saxon 



















Signature 



ERIC 
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TASK # 1 7 

JOB SHEET 
EVALUATION 



Quantity 
Ordored 


Unit: 
Ea., Pkfl.. 
or Box 


Product Ordar No. 


uetcripiion 


Unit 
Price 


Total 
Price 


Item 
Number 


Color, 
Finish, 
Style 


















































































































































































































TOTAL 







NAME 



DATE 



ERIC 
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» 

1 

; PEKFOKMANCL TDST 


TASK: Order office supplies using purchase order form 


Direct ions iDemonstrate mastery of ordering ortice supplies 
by doing the following: 


lliii> test ev;iludces your ability to: Order office supplies using 

a purchase order fonr.. Given a filled requisition form, a blank 

purchase order form, and supply catalogues. Select the supplier 


No. 
. i 


iiLj-iy uiie ouppxa-co ciiiu -i. ^.-lx — uri^w — err^^. — i- ■ - ■ ■ - — — 

I V ' ^ ^ 

^' \our pcrJuinuncc will be cvjludLL-d u:^ n)^ ilic iLcm^ bcluw. 
; All n.ui>t be "YES" 




'-yNo 


1 . 


1 Were shipping information and prices compared? 






? 


' Was the best supplier utilized? 


Was the catalogue index used to find supplies? 






A. 1 


— — 

Were the supplies correctly described on the 
piii-rhase order ? 






5. 


Were quantities correct ? 






6. 


Were unit prices correct ? 






7. 


Were totals accurate i 






8. 


Did participant follow-up purchase order ? 


9. 








0. 









ERIC 
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TASK # 18 
FILE IN ALPHABETICAL ORDER 



ERJC ^*^^ 



Read tor factual information. 



RKLATilO CO>LViUNICATrVi: TASK: 

VOCATIONAL TASK: File in alphabetical order. 



PERFOW^UNCE 
OBJECTIVE 



Given 20 docunents, file them in alphabetical order with 



STEPS AND TECHNICAL 
KMOWLEDGE 



I. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

II. 

12. 

13. 

14. 

15. 



SEE ATTACHMENT 



TOOLS AND MATERIALS 
File folders 
File labels 
File cabinet 



BACKGROUND KNOWLEDGE 
Knowledge of alphabetical order. 



SAFETY 

Do not handle paper edges. 
Be careful of drawer eages. 



TECHNICAL TER:13 



Filing 

Alphabetizing 

Indexing 

Indexing Unit 

Coding 

Filing order 

Natural codes 

Alphabetical filing order 

Personal name 

Surname 

Given name 

Full name 

Business name 



100''', accuracy. 



LANGUAGE 
FUNCTIONS 



COMhUNICATIW. SKILLS 
Passive: reading comprehension 

FUNCTIONS 

alpuabetlie (indexing) 
Ordering (putting information in correct orde 



STRUCTURES 



Prepositions 
(before/after) 

"File" = noun/verb 
Verb tenses 



LEARNING ACTIVITIES AND RESOURCES 



ATTITUDES 
Cor 



Concentrate on accuracy and proper 
sequence . 

Maintain orderly arrangement of docu- 
ments. 

Concentrate on correct indexing orcer. 



VOCATIONAL 

1. LEARNINC STRATEGIES 

a. Facilitator outlines procedure used for 
alphabetizing, 

b. Facilitator demonstrates how to inU:;x a 
personal name and business name 

c. Dibcusion of importance of accurate filing. 

d. Participants study filing rulcb 

c Participants complete activity sheets j/I.2.3. 
f. Hands-on skill(individual) Participanti, 
code, index and fj.le 20 documents. 

2. EVALUATION 
Performance test 

3. RESOURCES 

a. Job. Information. AcLivit> & Operacicn Sheets. 

b. r'ajilicator 

c. A)rh.jbetic Indexin^; - Guthrie 

d. Filing fiusiness Names- Duncan Schultheis 

e. Files ana Filing Systems -HAC;iR INC. 1979 



J.R.ESL 



LEARNING STRATEGIES 

a. Guest speaJoer-foriTBr participant 

working with filing systems lectures 

on irrportanoe of filing and its use 

in the modem office. 
^. Participants practice language 

furK:tions and structures, Activity 

Sheets #1,2,3,4 and 5. 

EVALUATION 
Written Test 

RESOURCES 

a. Activity Sheets 

b. Facilitator 

c. Guest speaker 
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TASK #18 ' 

INFDRMATION SHEET: FILING 
I . INTRODUCTION 

Filing is an important activity in mosc business offices, and every 
secretary should have knowledge of the best and correct filing 
methods . 

Correspondence/ documents and other business reports must be filed 
so that they can be found easily. A dictionary and a telephone 
directory are good illustrations of excellent filing processes 
because words and names have their particular places in which they 
can always be found. 

In order to find the right place for all business records, it is first 
necessary to classify the records properly. All records of a similar 
nature should be kept together for easy reference. This classifying 
of papers according to a systematic scheme is known as indexing . 



II. FILING SYSTEMS 
Basic Systems 

1. The alphabetic syste m in which filing is accordirg to personal names, 
is the most widely used. In this system all correspondence or other 
filing material is placed in alphabetical order according to the 
spelling of the last name of the person or fim for whom correspondence 
is addressed or with whom the material is identified. 
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TASK # 18 
INFORM/.TION SHEET 
P.? 

2. The geographic system is also an alphabetic arrangement, but consists 
in filing according to place names instead of personal names. This 
geqgraphic system is specially useful for firms which carry on a 
nationwide business and which consult their corresrondence and 
other records according to towns and cities, rather than individuals. 
However, within the geographic unit filing would alphabetical accord- 
ing to the name of the person or firm. 



Unvranged Nftmea 

New YorJ; Salos Corp. 
New Jersey Textile^, Inc. 
South Carolina Bu:> Co. 
South Bend Homeb, Inc. 





iDdeiiDj* Order 


Ufiit 4 


Uoit 1 


UDit2 


Vaii 3 


New 


York 




Curp 


New 


Jerat-y 


Tcxiik'b 


inc 


SuUlll 


Curuliiiu 




Co 


South 




1 Ionics 





AlpbAbeticAl Order 
New Jersey Textiles, hu'. 
New York Sulcs Corj). 
South Iknd Jloiues, Inc 
South Caroliim Hus Co. 



Filing Business Names 
Duchan/Schultheiss 



3. 



The subject system of filing keeps together all correspondence an 
other matters relating to a single subject, arranging these sub- 
jects alphabetically. The subject system is especially useful for 
firms that consult their records in terms of topics, articles, or 
activities, rather than individuals or localities. 



The YcHow \\\i;l's 


c)t tljL telephone 


liook ,ire .1 iJ,imd e.\ 


.iniple of hstiiig pnin.inls h> 




Key Unit 


Unit 2 


Units 


Unit 4 


Units 


1. Advertising — 


Aerial 


Derry 


Air 


Incorporated 


2. Advertising — 


Aerial 


Eae^le 


Balloon 


Advertising 


3. Advertising — 


Aerial 


Louis 


Flight 


School 


4. Advertising — 


Newspaper 


Leader 


Newspapers { The ) 




5. Advertising — 


Newspaper 


Lcindon 


Southwest 




6. Advertising — 


Newspaper 


North 


Freeway 


Leader 


7. Advertising — 


Outdoor 


Ames 


Peg^y (&) 


Associates 


8. Advertising — 


Outdoor 


Downtown 


Billboards 


Incorporated 


9. Advertising — 


Outdoor 


Foster (&) 


Kleiser 
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Alphabetic Indexing 
Mearl R. Guthrie 
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TASK #18 
INFORMATION SHEET 
P. 3 

4. The numeric system is used by firms that prefer to have a code number 
for every correspondent. First of all, it is necessary to keep an 
alphabetically arranged card index file which shows the correspondent 
code number; and these cards must be consulted before the correspond- 
ent's letters can be found in the files. The folders in the files 
are arranged in strict nurr.erical order, so that it is a very easy 
matter to find material. However, the disadvantage of this system 
lies in the need for a second set of records giving the code numbers. 
Many large concerns, with separate filing departments, prefer the 
numeric system. 



INDEX CARD 



001 


IBM 


002 


APPLE COMPUTER 


003 


WANG COMPUTERS 


OOA 


HITECH COMPUTERS 









r 


004 




> 






r 




003 
















002 








r 








001 






J 
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FILES AND FILING SYSTEMS 



1. 



Some General Concepts 



Filing involves organi z i ng papers according to a 
particular system. Because businesses have to deal 
with thousands of papers of various kinds, they must 
find ways of managing all this information. The 
usual method is to first divide the papers into 
different categories or "files", and then put these 
files in a logical order. 

« A person who works on files is a fi.le cl.erk. 

« "FILE*' can be either a noun or a verb. 
"To file" = to arrange in order 

"A file" = a device <Buch as a folder, case, or 
cabinet with which papers are kept xn order) 

♦ INOiK is a related word. "Indexing" is the kind of 
system t^ich you choose for organising your filing. 
Subject indexing means that the files or information 
are arranged according to subject headings. If you 
use an diBhabetical, indexing system, that means that 
you have divisions in your filing system labelled "A, 



* The first step in filing or indexing material is to 
^iyide, sort, or ciassif^ the material into groups 
according to similar characteristics. 

$ When a group becomes too large, you must subdi_vide 
that group into smaller groups. Each of these is 
called a subdi_vi5i.gn. 

* Finally, you must give each group a heading or gui_de. 
This is the name of the category to which the file 
belongs. This may be a subject heading, a numerical 
9ui_de, a chrongl^ggical_ gui,de« or an §LBtl§^ltical_ 
gui^de. 

> People speak of files which are organized into a 
particular group as being located "under" the heading 
of that particular group. 

» Files are usually arranged behind their heading. 

* Very often there are extra pieces of information 
which do not fit easily into a particular 
classification or division. Often these "extra" 
pieces are filed together under the hteading 
'*!Dl§£§Il3QS9us" . Some people call "ira seel 1 aneous" 
flies "catch-all" files. Another name for these 



B, C, D 



, • • • 



•I 



^ O .OURCE: Developed by HACER INC.1979 
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TASK #18 

INPOPMATION SHEET 

^* 5 extra pieces o-f information is "odds and ends". 

> It is no mistake that another name for the first 

finger of your hand (next to your thumb) is the index 
finger. (The other common name for this same finger 
is the forefinger. 




$ To audit files means to revise and reorganize files 
in order to keep thy system up-to-date and efficient. 

> Active files are usually recent files which are used 
f requentl y . 

> iQ§ctiye files are files which are no longer being 
used. When a file clerk audits a file system, they 
usually "pull" (remove, take out) the inactive files 
and put them into storage. 

2. All about File Folders 



The most common way of organizing files in an office 
is ^o use file folders* File folders come in two 



basic sizes: letter-size (to fit 8 1/2* 



11" sheets 



of paper) and lea§Lzsize (to fit the longer size of 
paper, which measures 8 1/2" x 14"). They are 
so^tetimes made of colored paper or plastic, but by 
far the most common kind of file folder is the maniia 
folder » which is made of stiff, cream-colored paper. 
Most folders have tabs on che top edge where the 
heading of the file can be written or where a typed 
1 abel may be attached . 



tat) 

LE6AL 

Hl€ 
FOLPER 



F|l£ 




a label 



After a company has a large number of files and file 
folders, then they need a system for organizing the 
folders. These systems fall into two basic types: 
suspensi an and non— suspensi on . 



O Developed 

ERIC 



by HACER lUC, 1979 
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P. 6 



Non-suspension systems are usually "upright" systems. 
Folders rest on a shel-f or in a drawer and are held 
upright with iil.e ^i vipers, fijg div.dcrs 




Suspension systems use bdQSLQS Islders. These 
each hold several file folders, and they hang from 
small hooks. The most common brand of hanging folder 
is E€Q^$1L€>L9 *o some people use that name 
instead of **hanging folder". ..^j}L9r,ywy^,}hmiMik^ . 




Hanging folders are suspended in file cabinet or desk 
drawers^ Hhich are either specially made mth small 
rods at the side for the hangitig folder hooks, or 
else Adapted for this purpose by means of racks which 
fit inside a regular draner. 




drawer ir\ irder to 
U5C r^ With hanging 

-folders 




Both suspension and non--suspension systems can be 
arranged in either regular or lateral order. Lateral 
files are arranged at right angles to the front of 
the drawer or shelf. 



FILES 





LATERAL FJLE5 



Hanging folders are usually snade with slits along the 
top where a plastic tab with a label in it can be 
attached. 



/ 7)LAbery"j\ Clear pbfic f — mv. 




m?/-- D®^eloped by IIACER I!IC. 197? 
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When a large number o+ papers or documents are 
betng stored inside ^ile holders, o^ten helps to 
organize the material inside each bolder ^['ith file 
°a!tenert. Prgngzt^Be fasteners may be attached on 
both'irSes o-f the inside o-f the folder. These hold 
which have been punched with two holes. 



papers 





mierted into the. hc»ic6 




^ '..iown tn Tip ft the. 




Developed by 1:ACI:R I'JC. 1979 
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TASK #18 



INFORMATION SHEET: 



III. ARRANGEMENT WITHIN FOLDERS 

In any of tht- 4 basic systems there is also the question of arranging 
the correspondence within a folder devoted to a single person , 
firm, place, or subject. Within such a folder, the correspondence 
should be kept according to date, always placing the correspondence 
with the most recent date at the top (or front) of the folder. 
Carbon copies of replies should take their place according to date 
in the same file, or they may be attached to the letter which they 
answer. 



When you fi letters in an individual folder ^ you file them by date, 
with the latest aate on top. You do this so that when you open the 
folder, it is easy to find the most recent letter you filed. 



July :, 1?7- 



ly 3,- l^T- 



XAXXX 

XXA> A 

/A'/A/v>/ / / X/X/XJfXAAXA 



Pul ifi 



Pol 111 



Pill m 



'^Resource: AI7 ^abetic Indexin;-, : Maarl R. Gutlirie 
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IV • INDEXING 

In order to fi.le papers correctly, it is essential to adopt a set of 
guiding rules for proper indexing. Indexing is the process of 
deciding under which name, place, or subject certain correspondence 
or other material shall be filed, and then how it shall be filed in 
relation to other names in the files. Some correspondence can be 
indexed in more than one way. Where doubt exists as to the correct 
way of indexing a name or subject, it is a good plan to use cross- 
reference . 

For cross-reference purposes in a correspondence file, it is desirable 
to use letter-size sheets of paper since these will fit into the 
folders and files just as the correspondence itself does and will 
not fall out or be misplaced as small slips or cards would be. Such 
cross-reference to the name or heading underwhich the correspondence 
will be found. 

In the indexing and filing of correspondence according to the alphabet; 
it is customary to paste a label on each folder used for filing, 
giving the name of the person whose correspondence is contained in 
the folder* If the folder contains correspondence with more than one 
person, the range withing the alphabet covered by the names should 
be indicated on the label. These labels should be prepared according 
to the accepted rules for alphabetical arrangement of names as used 
in business offices, which we shall outline here. In general, all 
names are arranged in order from A to Z; and "nothing comes before 
something", or if a name "ends first, it is filed first"; for example 
Green comes before Greene. 



Natural Order 




Alphabetic Filing Order* 






Kay Unit 


Unit 2 


Unit 3 


1. Ralph W Castle 


Castle 


Ralph 


w 


2. J Carlos Per rtandez 


Eernandez 


J 


Carlos 


3. Johnharris 


yarns 


John 




4. John David Har ris 


Harris 


John 


^avid 


6. Linda Harris 


Harris 


^inda 


M 


e. G. Robt . Schmidt 

4 


Scha dt 


G 


Ro. ^rt 


7, Garland F Schmidt 


Schaidt 


Garland 


F 


8. Sara R. Smith 


Sfiith 


Sara 


R. 


9. Sarah R. Smith 


Smith 


Sarali 


R 


10. Sarah Rae Smith 


Smith 


Sarah 


R^e 



. FASTER FILING TECHNIQUES 

1. File every day to prevent filing from piling up and becoming too 
burdensome. If you take 10 minutes every morning, as soon as 
the day starts, you can accomplish most of your filing. 

2. Pref iling-every time you handle a piece of paper that will 
eventually have to be filed, slip it into the appropriate slot 
in the expanding file. 
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INFORMATION SHEEl^ 
P. 10 

3. Always be sure to have a full description of your filing system 

readily available for your manager, or anyone else who is authori- 
zed to go into your file cabinets. If your system is such that 
other people can't find things by using your description, you 
need a new description, a new filing system, or both. You won't 
always be there to find things for other people, and you will 
save time if they can find things for themselves. 

THE MOST COMMON MISTAKES MADE IN ACTIVE FILING 

a. Failure to allow for future expansion. 

b. Overloading equipment and folders. This makes it difficult to 
find material and leads to untidiness. 

c. Failure to transfer regularly, either at end of year, every six 
months, or whatever your schedule may be. 

d. Retention of unnecessary material. Make sure every piece of paper 
in your files is meaningful. 

e. Failure to insert a card when a file is removed. The card should 
give information about the location of the file while it is out 
of the cabinet. Don't forget to remove the card when the file 
comes back. 
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VI. FILING EQUIPMF,N^ 



The basic piece o-f o-f-fice equipment tor -filing is 
course the vertical lile cabinet. This is a cabinet 
with drawerswhich hold either letter or legal size 
•file folders. . - ^ 



v'tK'TiCAU 

.-ILL 
CABiNtT 



/ 



Almost all vertical -file cabinets have a "ELyQQer 
lock" at the top which controls all o-f the drawers. 

1:::^ 



t The -folaers in the drawers o-f a -file cabinet may 

either hanq -from a rack, or stand upright. They may 
be lined up either parellel to the -front o-f the 
cabinet, or they may be perpendicular to it. they 
are lined up perpendicularly to the -front o-f the 
drawer, then they are called lateral fiigs. 

$ Another kind o-f file cabinet has roll-out trays in 
which the files are stored laterally. Sliding doors 
cover the -file trays, and -from the outside this 
cabinet looks very much like a drawer cabinet. 




File cfl&iMFT 



gRJ^C" Developed by HACER INC. 1979 I5g 



HACER INC. /HISPANIC \CMEW'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TftSK #18 

INFOPMATION SHEET 
P. 12 



* Some o+-fices use sheWes -for "open -filing". 



llJl/irnKf 


iii 




IhA' 






$ other offices use moveable filing units which are 
sometimes called "accessible" files. 




Some people use wal,l. liLg§ or liLlQQ R9£i<gt§ which 
hang on the wall for open filing. These units are 
really only meant to hold small amounts of paper at a 
time. 




♦ Eil§ ^9iLe§ also meant for smaller amounts of 

paper. These can be stored on a shelf like books. 

^^^^ 




J 



* ^££9!ldiQD fil§s, which are also called e>:Banding 
files, are al&o useful for entailer filer.. 





„ O ^veloped by HACER INC. 1979 
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TASK #18 

INPOBMATION SHEET p I3 

VII. OTHER KINDS OF FILING 



Hany other materials besides sheets paper must be 
arranged and organized in an o-f-fice, and businesses 
use filing or index systems to keep these materials 
in order. 



Many people keep in-formation of various kinds on 
notecards. These are either called ngtecards, file 
£^Eds, index cards, or they are named by their 
dimensions. The usual sizes are 3" x 5" and 5" x 
and people say "three by -five cards" or "-five by 
seven cards". These cards are kept in order in 
boxes, which are called card fUes or fUe boxes. 



7" 




All companies have their own personal directories o-f 
names, addresses, and telephone numbers which they 
use -frequently. One o-f the most common ways o-f 
organizing these is to use a "roiodex". Rolodex is a 
brand name which means "rolling index". Rolodexes 
can hold a very large number o-f in-formation cards and 
yet they take up a small amount o-f space, and are 
very quic^ and easy to use. "Rolodexes" are also 
sometimes called "rotary fiies". ^ 




Another kind of file or index which is quite common 
IS one that which holds busi_ness cards. A business 
£§Cd. of course, contains the name and address of the 
company. a person works for, their name, their 
Position or title, and their phone number and 
extension. A business card file is specially made 
to rsrsin these csrds*. =■ _ 



^- r 



I 'f 



O Developed by IL\CER IHC. 197 9 
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INPORMATiaj SHEET 
RULES FOR INDEXING 

1. Names of individuals should be arranged so that the surname is first, the given 
name or initial next, and the middle name or initial last. 

NAME INDEXED 

George W. Adams Adams, George W. 

Martin Roy Jones Jones, Martin Poy 

T. Harold Snyder Snyder, T. Harold 

2. Surnames containing prefixes, such as De , La, Mac, Kc , 0', Van, etc., are considered 
as though they were not separated, but written as one word. 

NAME INDEXED 

John De Forest Deforest, John 

Richard La Follette LaFollette, Richard 

Jean Mac Bride Ifecrride, Jean 

Donald Mc Ann KjAnr., Donald 

Hugh O'Neil O'Keil, Hu£:> 

George E. Van Gogh VanGorh , George E. 

3. Titles such as Dr., Prof., hev., . , Mrs., Miss, Jr., etc, are disregarded, and 
are placed at the end of the name in parenth3£e£. 

NA.MS IICTYS.: 

Prof. William Elain rlair., Killiar. ( rrcf . ) 

Dr. Martin Clark Clark, Martin (Dr.) 

MiTS. J. P. Marshall Marshall, C .? . ('-'.rE.) 

k. Treat abbreviations, such as Chas., Geo., V.'r- . , Cc, Ir.c. , etc., as if they were 
spelled out in full. 

NAME 

Chas. Adams Adams, Charles 

Wm. Baker Baker, Vii: iar 

Geo. Do ahue Donahue, George- 

5. Hyphenated surnam.es of indiviajals are treated as ciiC vordi hyphenated firm 
names, though treated as separate vords, are not inverted for indexing. 

NAME INDEXED 

James Duff -Gordon Duff-Gordon, James 

Frank riarri son-Forbes Harrison-Forbes, Frank 

Scripps-Howard Co. Scripps-Hovard Co. 

o. i^ames oi coiiipanaes sncuiwi i.iut^/.:^-. a:: -^--v-ij ^. . - ^- - ^ ^ ^ 

name of an individual i if they contain the full nam.e of an inaividual, the oraer 
for indexing is the surname, given name or names, and remainaer of name or title. 

NAME INDEXED 

Co^ Exchange Mart Corn Exchange Mart 

Hodges Tailoring Co. Hodges Tailoring Co. 

William Martin Co., Inc. Martin, William Co., Inc. 

Robert Morris Hat Shop Morris, Robert, Hot Shop 



^ Developed by HACER ir.C priox co grant period. 
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TASK #18 



INFORMATION SHEET 
P- 2 



7. Disregard such words as a, an, and, the, for. of, etc., in filing, 
MME INDEXED 



The Marvel Bake Sliop 
Jones & Davis Co. 
School of Music 



Marvel Bake Shop (Tne) 
Jones (&) Davis Co. 
School (of) Music 



8. Names containing an apostrophe for the singular possessive case are indexed as 
though the s were not included. Disregard the apostrophe in na.-e£ contai-.ing 
plural possessives. * 



NAME 

Bond's Bread Co. 
Bonds' Atlas Shop 



INDEXED 

Bond( ' s ) Bread Co. 
Bonds ( ' ] Atlas Shop 



Names of hotels, schools, libraries, and other institutions should be indexed 
under their distinctive titles. 



Harvard University 
Kings County Kosrital 
Hotel Pennsylvania 



ii::exed 

Harvard University 
Kin£s County Kcspiial 
Pennsylvania, Hotel 



10. Names that begin with n'omerals are indexed as though the n^jr^-a^^ were sDeUed 
in full. 

ka:-:e T'-rvTT- 



5th Avenue Library 

1 Park Avenue r wilding 



riftn /.venu€ library 
One ?ark venue rulidinr 



ERLC 
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INEOK^Mia^ SHEET: FILING EC?JIPMENT 
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TASK #18 
TECHNICAL TERMS 

ALPHABETIC FILING OFDER: 
ALPHABETIZING: 

BUSINESS NAME: 

CODING: 

FILING: 

FILING ORDER: 

FULL NAME: 
GIVEN NAME: 
INDEXING: 

n^DEXING uIWT: 
NATURAL ORDER: 
PERSONAL NAME: 

SURNAME: 



the final alphabetic arrangeirent of naines. 

the arrangement of single letters and vords in 
dictionary order from A to 

the official name of a oonpany, a corporation, a 
partnership, an organization, or an associati.on, 

the process of mrking the indexing units in a name 
to indicate the order in v^ch those units are to 
be considered in filing, 

the systeiTHtic and orderly arrangement and storage 
of naterials (cards, letters, invoices, statements, 
catalogs, etc.) for future reference, 

the order in v*iich a name is written for indexing 
purposes; that is, the order with the key indexing 
unit written first, the second indexing unit written 
second, and so on* 

the surname and at least one given naive or initial of 
a person. 

the first nairc^ or initial of a person and the middle 
name or initial, if any. 

the mental process of dividing names into indexing 
units for purposes of alfiiabetizing and then deciding 
the order in vtiich the units are to be alphabetized. 

a part of a name that is used in indexing. 

the order in v^ch a name noimally appears . 

the legal naiTB of a person, vtiether that names stands 
alone or is part of a business, name. 

the last name of a person • 
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TASK #18 

ACTIVITY SHEET #1: J.R.ESL 

OO^MJNICATIVE TASK: Identify parts of speech 

DIRECTIONS: Read the paragraphs below. Identify the word "file" in 
twD (2) granmatical functions: as a naun and as a verb . 

a. Draw a line under "file" vAien it is used as a roun . 

b. Draw a double line under "file" vto it is used as a verb. 



Most office woriicrs save a copy of every letter, bill, contract, and memorandum that they write. These 
copies become office records— permanent accounts of a company's business transactions. Employees refer 
to these records when they need infonuation about a particular customer, client, or commercial agreemeril 

File clerks make sure this information is carefully stored and always accessible. They decide where 
documents should be kept, put records away, and retrieve infonnation for other office workers. 

When file cleritf are given documents to store, they first sort the records according to the filing system 
used in their office. They either put documents in alphabetical order or group records by subject, geographic 
location, or number. For instance, when file clerks handle customers' bills for an alphabetical filing system, 
they arrange the bills by customers' last names: they put Mr. Adam's bill before Mrs. Borgia's bill, and Miss 
Smith's bill before Mr. Stone's. When clerks sort company records for a subject filing system, they group 
documents by their contents: they put all accounting papers together in one pUe, and all personnel papers in 
another. Once they have organized the records, file clerks actually begin to file; they put documents away. 

In most companies, file clerks file records in metal cabinets called vertical files. These cabinets have 
drawers designed especially for the storage of papers. The papers in these drawers are arranged according to 
one of the filing systems mentioned above, and file clerks are responsible for putting each document away in 
Its proper place. In some organizations, however, there are too many records and too much information to 
be kept in vertical files. So information is stored on miaofilm or in computers. Then, instead of filing papers, 
file clerks either catalog and put away cans of film or keep trackof data that are stored on computer cards and 
tapes. 



NftM E DAT E 

cnir^^' English for Office Careers . Minerva Books, Ltd. 

163 



HACER I1«:.AIISPANIC WOMEN'S CENTER 
BILIN3UAL VDCATICWAL TRAINING 



TASK #18 

ACTIVITY SHEET #1: J-R-ESL 

COMMUNICATIVE TASK: IcSentify parts of speech 

DIRECTIONS: Read the paragraj^is below. Identify the wDrd "file" in 
tWD (2) graimatical functions: as a noun and as a verb . 
Draw a line under "file" vdien it is used as a noun , 
b« Draw a double line under "file" v^en it is used as a verb. 



Most office workers save a copy of every letter, bill, contract, and memorandum that they write. These 
copies become office records — permanent accounts of a company's business transactions. Employees refer 
to these records when they need information about a particular customer, client, or commercial agreement 

fife clerks make sure this information is carefully stored and always accessible. They decide where 
documents should be kept, put records away, and retrieve information for other office workers. 

When fijg cleric aie given documents to store, they first sort the records according to the filing si;stem 
used in tficir office. They either put documents in alphabetical order or group records by subject, geographic 
location, or number. For instance, when file clerks handle customers* bills for an alphabetical filing system, 
they anange the bills by customers' last names: they put Mr. Adam's bill before Mrs. Borgia's bill, and Miss 
Smith's bJii before Mr. Stone's. When clerks sort company records for a subject fihng system, they group 
documents by their contents: they put all accounting papers together in one pile, and all p>ersonnel papers in 
another. Once they have organized the records, filg clerks actually begin to file; they put documents away. 

In most companies, file clerks file records in metal cabinets called verdcal fjles. These cabinets have 
drawers designed especially for thelTorage of papers. The papers in these drawers are arranged according to 
one of the filing systems mentioned above, and file clerks are responsible for putting each document away in 
its proper place. In some organizations, however, there are too many records and too much information to 
be kept in vertical fOes. So information is stored on microfilm or in computers. Then, instead of filing papers, 
file clerks either catalog and put away cans of film or keep track of data that are stored on computer cards and 
tapes. 



NAME mrE 

"O'WCL: English for Office Cajreers. Minerva Books, Ltd, 
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TASK #18 

ACTIVITY' SHEET #2: J.R.ESL 
COMMUNICATIVE TASK: Utilize prepositions 



1. 

2. 

3. 

4. 

5, 

6. 

7. 

8- 

9. 
10. 
11. 
12. 
13. 



DIRECTIONS .-write before or after on the blanks between the 
foil... 'inq pairs of names to indicate the cor^-ect 
alphabetical order. 



MacShann comes 



Marlow, Inc. comes 
Harrinoton comes 



McShann 
Marlowe 



Jaime Jimenez comes 
W & J Sloane comes 



_Harington 

Jaime G. Jimenez 



A. William Matti,^ws comes 
Martin Van Dyke comes 
John St. James comes 
Darryl Halle comes 



W. Sloane 

Walter A. Matthews 



_Martin V. Dyke 
John Saim- 



Robsrto Aquilera comes 



The Five Hundred Club comes 

Mark G. Grosmann comes 

Sinh Nuyen comes 

Yd Shibata comes 



Darryl Hall 

Roberto Aguilar 

The Four Hundred Club 



15. Chong Watch Co. comes 



_Mark G. Grossman 



Sinh Nguyen 
, Yoriko Sibata 
Cong Watch Company 



NAuML 



DATE 
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TASK #18 

ACTIVITi' SHEET #2: J.R.ESL 
OQMMUMCATIVE TASK: Utili7-e prepositions 

DIRECTIONS : Write before or after on the blanks between the 
fol loving pairs of names to indicate the correct 
alphabetical order . 

1. MacShann comes before McShann 

2. Marlow, Inc. comes before Marlowe 

3. Harrington comes after Harington 

4. Jaime Jimenez comes before Jaime G. Jimenez 

5. W. & J. Sloane comes after W. Sloane 

6. A. William Matthews comes before Walter ^ Matthews 

7. Martin Van Dyke comes after Martin V. Dyke 

8. John St. James comes after John Saint 

9. Darryl Halle comes after Darryl Ha] 1 

10. Robertc Aguilera comes after Roberto Aguilar 

11. The Five Hundred Club comes before The Four Hundred Club 

12. Mark G. Grosmann comes before Mark G. Grossman 

13. Sinh Nuyen comes after Sinh Nguyen 
l^t. Yo Shibata comes before Yoriko Sibata 

15. Chon<3 Watch Co. comes before Cong Watch Company 



NAME 



DATE 
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TASK #18 

ACTIVITY SHEET # 3: J.R.ESL 
COMMUNICATIVE TASK: Alphabetizing 



A. 

DIRECTIC^JS: Fill in each blank below with ihe term that best completes the sentence. Select your answeis from 
the following list. 



records 
filing system 
vertical file 



file clerk 
file 

update 
search 

1. One of a file clerk': jobs is to 

place. 

2. The papers that document a company's business transactions are known as 



-, or to put documents away in their proper 



3. A. 



. is a cabinet where records are stored. 



4. When a file clerk carnot find c document in the files, he or she conducts a . 
for it 



5. In some offices, file clerks . 
records. 



. the files every six months to make room for new 



6. A 



organized. 
7. A 



. retrieves information for other employees and keeps stored records 
is a way of organizing records so that they can be easily located. 



B. 

IRECTiaJS: Assume you are a file clerk sorting records for an alphabetical file. In what order would you file 
these customers' records? 
Cook Blanca 
Adams Coleman 
Axelrod Aguilar 



1. 
2. 
3. 
4. 

5. 

6. 



Chin 

Black 

Bellamy 



7. 



8. 

9. 

10. 

11. 



12. 



Bernstein 

Bueno 

Abraham 



RESOURCE: ENGLISH FOR OFFICE CARBERS , BROMLEY & MILLER 
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Tit^SK #18 

ACTIVITY SHEET # 3: J.R.ESL 
COMMUNICATIVE TASK 



Alphabetizing 



IRECTIONS : RU in each blank below with the term that best completes the sentence Select your <anbwers from 
the following list. 

file clerk records 
file fiiing system 

update vertical file 

search 

1. One of a file clerk's jobs is to f^^^ or to put documents awoy if i their proper 

place. 

2. The papers that document a company'^ business tronsactions are kiiown as 
• records 

3. A vertical file js a cabinet where records are stored. 

4. When a file clerk cannot find a document m the iiLs, he or she conducts a — search 

for it. 



. the files every six months to make room for new 



5. In some offices, file clerks ^^P^^ 

records. 

6. A file clerk retrieves information for other employees and keeps stored records 
organi2ed. 

7. A filing system jg ^ of organizing lecorr'.v so that they can be edSily located 



B. 

DIRECTIONS: Assume you are a file clerk sorting recoidb for an alphabetical file In what order would you file 
these customers* records? 
Cook Blanca 
Adams Coleman 
Axelrod Aguilar 
Abraham 



1. 
2. 
3. 
4. 
5. 



Chin 
Black 
Bellamy 

7 



Bernstein 

Bueno 

Abraham 



Adeems 



Aguilar 



Axelrod 



■Bellany 



Bernstein 



8 
9 
10 
11. 
12 



Elack 



Bueno 



Chin 



Colenan 



Cook 



RESOURCE: ENGLISH FOR OFFICE CARBERS , BROMLEY & MILLER 

MINERVA BOOKS LTD. 
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TASK fJB 

ACTIVITY SHEET # 4 ; J.R.FSL 

COMMUNICATIVE TASK: USE OF VARIOUS VERB TENSES 

p^^ Adding s or es for Third Person Singular 
DIRECTIONS; In each of the following sentences, change the plural subject lo singular. Then change ^ny itahazed 
verbs so that they agree with a singular subject 
Example: File clerks sort and store documents. 

Qj jj^^h^ rJj>JiL j ^O^tntL Cl-yuL y-iL/X^^ d^^XXlUXyrrlJS^iiZ , 

1. File clerks put records in order. 

A file clerk puts recxprds in order > 

2. File clerks put documents away. 

A file clerk puts documents away. 



Good clerks /i/e each document in its proper place. 
A good clerk files each document in its proper place. 



4. File clerks rein^De records whenever the secretaries ask for them. 

A file clerk retrieves records vtienever th e secretaries ask for tham, 

5. Whenever necessary, file clerks search for mislaid documents. 

Whenevfer necessary, a file clerk searches for mislaid docurnents. 



B • Adding d or ed for the Past Tense 
DIRECTIONS: Change each of Oie following sentences to the past tense by using the p.oper ending on each 
Uolicized verb. 

Example: Ms. San receives dozens of letters every day. 

7^ >Jaw <jUi;^ cb^^^rui^ ^ AM^t^ jSn/e^ ^^^^^ 

1. Our company provides on-the-job training lor file clerks. ~^ 

Our oonpany provided on-the-jot) training for file clerks, 

2. Some clerks learn how to use mechanical filing systems. 

Some clerks learned how to use mechanical filing systems. 




3. Some clerks arrarx^e their file drawers alphabetically. 

Some clerks arranged tJieir file drav?er s alphabetically. 

4. Others use a geographical system. 

Others used a geographical system. 

^ • Adding d or ed for the Perfect Tenses 
DIRECTIONS: In each blank in the following sentences, fill in the perfect form of the verb in parentneses 

' Example: In all her years with us. Ms. Santo has never (misfilel TPt^Jr^^L^cLy a 1 

1. Have you (sort) sorted ^today s papers yet? 

2. By October 1, he had fupdatei updated the 1978 files. 

3. He has (search) searched for hours, but he has not yet (rptripup) retrieved 

the Garcia file. . 

4. By January 1. 1 shall have (store) stored all the Garcia files in a separate cabinet. 

RESOURCE: ENGLISH FOR OFFICE CAREERS BROMLEY & MILLER 
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TASK *18 

ACTIVITY SHEET # 4 ; J.R.ESL 

COMMUNICATIVE TASK: USE OF VARIOUS VERB TENSES 

A. '•Adding sores for Third Person Singular 
DIRECTIONS: In each of the following sentences, change the plural subject to singular. Then change any italicized 
verbs so that they agree with a singular subject 
Example: File clerks sort and store documents. 



1. File clerks pur 



Cb L'k. rJfiJ^ .<UrJZ ^t ^^ Jyrr^U3^jtZ 

put records in order. 



2. File clerks put documents away. 



3. Good clerks /i/e each document in its proper place. 



4. File clerks retrieve records whenever the secretaries ask for them. 



5. Whenever necessary, file clerb search for -r.islaid documents. 



B . Adding d or ed for the Past Tense 
DIRECTIONS: Change each of the following sentences to the past tense by using the proper ending on each 
italicued verb. 
Example: Ms. San receives dozens of letters every day 

1. Our company provides on-the-job training Xox file clerks. U U 



2. Some clerks learn how to use mechanical filing systems. 



3. Some clerks arrange their file drawers alphabetically. 



4. Others use a geographical system. 



* Adding d or eu' for the Perfect Tenses 
DIRECTIONS: In each blank in the following sentences. fiU in the perfect form of the verb in parentheses. 

* Example: In all her years witn us, Ms. Santo has never (misfilei Tn^coMJL^ ,^ a letter. 

1. Have you (sort) today's papers yet? 

2. By October 1. he had (update) all the 1978 fUes. 

3. He has (search) _for hours, but he has not yet (retrieve)_ 

the Garcia file. . 



^ 4. By January 1. 1 shall have (store) all the Garcia files in a separate cabinet. 

RESOURCE: ENGLISH FOR OFFICE Ctk^j^S . BROMLEY i MILLER 
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TASK # ]8 

ACTIVITY SHEET # 5 J.R.ESL 

COMMUNICATIVE TASK: Reading for factual infonmtion, 

DIRECTIONS: Consult the attached page to answer the following questions • 

1 . Vlhat can a file clerk learn on the job ? Learns how the conpany wprkS/ ga ins 
skills like typing and bookkeeping, and besic understanding of business, 

2. What does a file clerk do when another enployee asks for another file ? 

Ihe clerk conducts a search to retrieve the file. 

3. What equipnent does a file clerk use ? vertical fil^ n;^hinp-hc;^ 

coniputer/ microfilm. 

4 . How does a file clerk know v^iich filing system to use ? 

Clerk uses the file system used in the office. 

5. How could a conputer be used like a file cabinet ? 

Instead of filing papers, file clerks either catalog and put away cans of 
film or keep track of data that are stored on conputer cards and tapes. 



NAME DATE 



171 



HACER nC/ HISPANIC WOMEN'S CENTER 
BILINGUAL IJOCATIONAL TRAH^NiG 



•mSK # ]8 

ACTIVm SHEET # 5 J.R.ESL 

CX3K^CATIVE TASK: Reading for factual infonmtion. 

DIREXniONS: Coi^ult the attacl^ r^ge to a^ the following guastio,.. 



3 . What can a file clerk learn on the job ? 



2. What does a file clerk do when arx^ther enployee asks for another file 7 



3. What equipment does a file clerk use -> 



4. How does a file clerk know which filing system 



to use ? 



5. How could a oonputer be used like a file cabinet ? 



NAME 
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TASK #18 

ACTIVITY SHEET #5: J.R.ESL 

P 2 File Clerks 

Most office workers save a copy of every letter, bill, contract, and memorandum that they write. These 
copies become office neconds— permanent accounts of a company's business transactions. Employees refer 
to these records wher> they need information about a particular customer, client, or commercial agreement 

Fik ckrks make sure this inforrrjation is carefully stored and always accessible. They decide where 
documents should be kept, put records away, and retrieve infomiation for other office workers. 

When file clerks are given documents to store, they first sort the records according to the filing system 
used in their office. They either put documents in alphabetical order o- group records by subject, geographic 
location, or number. For instance, when file cleri<s handle customers bills for an alphabetical filing system, 
they arrange the bills by customers' last noiTies: they put Mr. Adam's bill before Mrs. Borgia's bill, and Miss 
Smith's bill before Mr. Stone's. When derits sort company records for a subject filing system, they group 
documents by their contents: they put all accounting papers together in one pile, and all personnel papers in 
another. Once they have organized the records, file clerks aduaUy begin to file; they put documents away. 

In most comp?nies, file clerks file records in metal cabinets called vertical files. These cabinets have 
drawers designed especially for the storage of papers. The papers in these drawers are arranged according to 
one of the filing systems mentioned above, and f 'e clerks are responsible for putting each document away in 
its prcper place. In some organizations, however, there are too many records and too.much information to 
be kept in venical files. So infomation is stored on microfilm or in computers. Then, instead of filing papers, 
file clerks either catalog and put away cans of film or keep track of data that are stored on computer cards and 
tapes. 

The amount of filing that a file clerk does depends upon the number of records his or her company keeps. 
In a small fimfi, the file clerk may file papers in a few caUinets and then go on to do other clerical tasks, like 
sorting mail or typinc letters. But in a lajge company, the file clerk may work in a file room filled with 
hundreds of cabinets and spend the entire day filing. 

Most file clerks put away new information as soon as they receive it They also check files at regular 
Intervals to make sure all records are in their proper places. To keep records up to date, file clerks periodically 
remove old or obsolete documents from their files. Each office has its own schedule for updating files, but 
usually file clerks go through their files once every six months and lake out records that are more than five 
years old Then, they either destroy these old records, or send them to warehouses where they are stored 
just in case anyone will ever need them. 

In roany companies, employees come to depend upon tlie file clerk for information. When, for example, 
an employee needs to review the temfis of a contract or to verify a customer's bill, he or she will ask the file 
clerk to locate it Like a librarian, the file clerk helps people find information and keeps track of borrowed 
material. Every time a document is given to another employee, the file clerk writes down the borrower's 
name, along with a description-of the document and the date it was taken. A record is also made when the 
document is returned. 

Occasionally, even the most careful le clerk will go to the files only to find that a record is missing. When 
this happens, the file clerk conducts a search for the missing document During a search, a file clerk usually 
checks every cabinet to make sure the file has not been misplaced. Then, he or she asks other employees if 
they have the missing file and contir ues to look everywhere in the office until the missing document is found. 

Many office workers begin their careers as file clerks. It is a good place to start because organizations do 
hire people with little or no office experience for this position. Once on the job, file clerks can learn ftom the 
reconJs they handle how their company works. They may also gain a basic understanding of business and 
develop skills like typing and bookkeeping. Since some organizations hire file clerits to wori< part-time, there 
are also filing jobs for students and others who cannot work a full week. 
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TASK #18 

ACTPv^TY Sl-IEET til: VOC^.TIOiv-i 



indexing Older turreci, plan- l-UkI tuaik uiiJ«i Unjhi 
coluiim If ilic indc\i/it> ordt-r not c'urri-i i plucr u I'Li-, k mark 
under Ua* Wrumj culuinii 



J Lull NvIauH i'aiiild, Jul 
J (Jul) LucKo liuui-i L'uip 
3 Nc1;5<jM C'ary jIui'n-> Cufj> 



Lint 1 

Lucki- 



Lund Litii.i 



Lou 
Cai) 



1 luiiu'^ 



lujl i 

C(ji p 
p 




B. 



DIRECTIONS : . ijjii, i^iJii m u.i in. ji.auj ai Uk' n^i.i i.a^ i-iui 

lluluL/t ri. J Vl'U jfi' Id .till! ii)(K tlic lullii'^ uli ll.i liUiIs 

'I'liiii ) (ju all lu w rill il,i i.uii.l.i 1 , 1,1 1 1,1- fiiMi r 111 Ii I ai li li til r 
UuulJ 111' plaiv'l Ia^iJi lilt' litlili 




NAME 



DATE 
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TASK #18 

ACTIVITY SHEET #1: VOCATIONAI. 



A. DJRECTIONS.:The unarranged nanicb below Imve been indoxfd Jf tlic 
indexing order is correct, place a clieck mark under llii* lUfjhf 
column. If the indexing order is not correct, place a check niurk 
under the Wroug column. 



Unarranged Names 

1. Lou Ni'l>on Paiuls, Inc. 

2. Gary Locke Boul> Corp. 

3. Nelaon Gary Hunic:5 Corp 




B. 



DIRECTIONS : Each fuUler in tin- fik- drawer at ;lu- n^l.; Iia.- lu'i-n 

numbered You arc lu imk\ aud tode tin* iiaiur^ on the itntr? 
Tiieii >uu art to write iIjc- iiuiMlit'i>> of llie folder in which eacli leilt-r 
would l>e plattd be.-ldt tlje K'tUT> 



Put in fOlder« 



,Pul in folder. 



.Put in toider . 



Custer Tool Corp . 



Creve Soap Cc. 



C&stle, John, Ir.c. #5 | 









J riostor. 


lire Cc. 




j border. 


Crja.-:: Cc. 





[Binder' 



Co. 



B-C 



NAME 



DATE 
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TASK ns 




7. FILE SORTER 
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TASK #18 

ACnVITy SHEET #2: VOCATIONAL 

DIRECTIONS: Identify the filing equipjient 
on this page. 
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TASK H 18 

ACTIVITY SHEET # 3: VOCATIONAL 

DIRECTIONS: Assume you are a file clerk sorting records for an 
alphabetical file. In what order would you file 
these customers' records. 



Ralph Castle 



Joan Harris 



J. Carlos Hernandez 



Joan H. Harris 



Sarah R. Rivera 



G. Robert Smith 



Sara R. Rivera 



John A.dams 



G. Roberta Samuel 



Linda Bal lesteros 



1 . 



2 . 



7. 



4- 



10. 



NAME 



DATE 
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TASK #18 

ACTIVITY SHEET # 3: VOCATIONAL 

DIRECTIONS: Assume you are a file clerk sorting records for an 
alpnabeticdl file. In what order woulO you file 
these customers' records. 



Ralph Castle 

J. Carlos Hernandez 

Sarah R. Rivera 

Sara R Rivera 

G. Roberta Samuel 



Joan Harris 
Joan H. Harris 
Gc Robert Smith 
John Adams 
Linda Ballesteros 



1 • John Adams 



2 . Linda t?allesteros 

3. Ralph Castle 
^ . Joan Harris 

Joan H. Harris 



6 . J . Car 1 OS Hernande^^ 

7 . Sara R. Rivera 

8 . Sarah R, Rivera 

9 . Roberta Samue l 

10. G. Robert Smith 



NAME 



DATE 



ERIC 
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TASK# 18 
ATTACHMENT 

STEPS AND TECHNICAL KNOWLEDGE 



1. Obtain twenty documents. 

2. Arrange the documents alphabetically according to th- 
indexing order. (The surname or last name of c personal 
name, the first word of a business name) 

3. Take the documents to the file cabinet. 

4. Open the cabinet and use the file headings to locate the 
appropriate file to place ."the -document.. 

5. Make sure you are filing the correct document in each file 
( A file that is misfiled is lost) 

6. Each document must be placed 'in the correct order in the tJl.is. 
Kead the date on the document. Place the doc-jment in the files 
accovdmg to the date on the documents . (example • Place a 
doci:ment dated Cctcber 31, behind a document dated October 30 
in a file. 



ERIC 
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TASK #18 

WRITTEN TEST: J.R.ESL 
EVALUATION 



DIRECTIONS: Identify the following types of files, filing systems and filing 
equipment by placing the name of the object in the blank spaces 
provided. 
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TASK #18 

I-JRITTEN TEST: J.R.ESL 
EVALUATION 



DIRECTIONS: Identify the following types of files, filing systems and filing 
equipment by placing the name of the object in the blank spaces 
provided. 
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•mSK #18 

WRITIEN TEST: J.R.ESL 
EVALUATIOt' 

p. 2 
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OASK #18 



WRITTEN TEST: J.R.ESL 
EVALUATION 

p. 2 




8. 9._ 10. 




NAME_ 

ERIC 
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Developed by HACER INC. prior to Grant. 
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TASK #18 
OPERATIOI SHEET 

OPERATION: FILE IN ALPHABETICAL ORDER 
I . yATERIALS 

a« 20 documents 
t>. File cabinet 



II. PROCEDURE 



1. Obtain twenty documents. 

2. Arrange the documents alphabetically according to the 

r'2^r'?L°?''^^^'%^"J"^"^^ °^ last'name of'a^ersonal 
name, the first word of a business name) 

3. Take the documents to the file cabinet. 

4. Open the cobinet and use the file headings to locate the 
appropriata file to place :the:doc^ument . 

0. Make sure you are filing the correct document in each file 
( A file that is misfiled is lost) 

^' pffi; must be placed- in the correct order in the files 

Kead the date on the document. Place the document in the files 
according to the date on the documents . (example : PUcr a 
document dated October 31. behind a document dated October 30 
in a jjile. 



ERIC 
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TASK #18 
ATTACHMENT 

STEPS AND TECHNICAL KNOWLEDGE 



1. Obtain 20 documents 

2. Arrange documents alphabetically in "natural order" 

3. List the names of the documents on a sheet of paper 

4. Underline the first indexing unit (surname in personal 
name, first word of business name) 

5. Number the remaining units in the names by writing the 
number that indicates the position or rank i . the filinq 
order above them. ^ 

6. Arrange the 20 names on the indexing worksheet alphabetically 
according to indexing order ^ 

7. Obtain 20 folders and file labels for each 

8. Copy indexed names on labels 

9. Affix labels to folders 

10. Put documents in folders 

11. Store folders in file cabinet. 
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TASK #18 
JOB SHEET 
EVALUATION 

I. MATERIALS 

a. 20 documentc 

b. File cabinet 



II. PRXEDURE 

1. Obtain twenty documents. 

2. Arrange the documents alphabetically according tc the 
indexing order. (The surname or last name of a personal 
name, the first word of a business name) 

3. Take the documents to the file cabinet. 

A. Open the cabinet and use the file headings to locate the 
appropriate file to place :the: document . 

5. Make sure you are filing the correct document in each file. 
( A file that is misfiled is lost) 

6. Each document must be placed 'in the correct order in the file 
Read the date on the document. Place the document in the file 
according tc the date on the documents. (example : Place a 
document dated October 31, behind a document dated October 30 
in a file. 
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TASK #18 
JOB SHEET 
PRACTICE 

I. MATERIALS 

a. 20 docunets 

b. File cabinet 



II. PROCEDURE 
II. PROCEDURE 

1. Obtain twenty documents. 

2. Arrange the documents alphabetically according to the 
indexing order. (The surname or last name of a personal 
name, the first word of a business name) 

3. Take the documents to the file cabinet. 

4. Open the cab.inet and use the file headings to locate the 
appropriate file to place ;the<doc'jment . 

5. Make sure you are filing the correct docui'..-nt in each file 
( A file that is misfiled is lost) 

6. Each document must be placed' in the correct order in the files 
Read the date on the document. Place the document in the files 
according to the date on the documents . (example • Place a 
document dated October 31, behind a document dated October 30 
in a file. 
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TASK #18 



PERFORMANCE TEST 


TASK: File in alphabetical order. 


Directions: Demonstrate mastery of filing alphabetically by doing 
the following: 


This test evaluates your ability to : File in alphabetical order. 
Given 20 documents, file them in alphabetical order vith 100% 
accuracy. 


No. 


Your performance will be evaluated using the items 
below. All must be "YES" 


YES 


NO 


i . 


W'^re the dccun:ents arranged alphabetically according 
to the indexing order ? 






/ . 


Were the documents placed in the correct files ? 






3. 


VTcre the documents placed in the correct order 
by date in each file ? 






4. 








5. 








6. 








7. 








8 . 








9. 








10. 









Trainee 


Date 


Attemnts 


Instructor ' s Sisnacure 
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TASK # 19 
FILE BY SUBJECT 



er|c i'^ci 



RELATED CO:UMUN ICATIVE FASK: Read for factual information. 



VOCATIONAL TASK: 



H9 File by subject. 



perfor:'L\ncf 
objective 



Given 20 docun.. ntc, file by subject with 1007o accuracy. 



STEPS AND TECHNICAL 
KNOWLEDGE 



1. 

2. 

3. 

4. 

5- 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 



SEE ATTACHMENT 



TOOLS AND MATERIALS 
Documents 

labels 
File folders 
Fila cabinet- 



BACKGROUND KNOWLEDGE 
Knowledge of alphabetizing. 



SAFETY 

Careful of paper edges. 
Careful of metal drawers. 



ATTITUDES 

Concentrate on proper sequence of 
filing. 

Concentrate on proper alphabetizing 
sequence. 



Cross-reference 
File folders 
Subject label 
Subject filing 



LANGUAGE 
FUNCTIONS 



C OMMUNICATIVE SKILLS 
Passive: reading 

FUNCTIONS 
Categorizing 

Identifying parts of speech 
Identifying synonyms 



STRCCTURES 



Oorrmon nouns 
Proper nouns 



LEARNING ACTIVITIES AND RESOURCES 



VOCATIONAL 



3. 



LEARNING STRATEGIFS 

a. Facilitator demonstrates file arrangement 
and ptjcedures for filing by subject. 

b. Review indexing rules. 

c. Practiou activitus # 1,2,3,4. 

d. ibrds-ai prcctioe (imivitlal) 
terticii^ents file dxovants by sib^sct. 

EVALUATION 

Review of activity sheets for individual 
KESOURChb results, 
a. Operation, Job, Activity & Information 

Sheets . 
I Facilitator. 

c. Alphabetic Indexing - Guthrie. 

d. Arco Civil Service Test Tutor 

e. IIACER INC. business office 



■7.R.ESL 



1. LEARNING STRATEGIES 



b. 



C- 



2. EVALUATION 



Lecture on ways of generalizing 
about specific information and 
importance of categorizing. 
Lecture on cross-referencing and 
identification of synonyms. 
Participants practice languaqe 
functions and structures. Activity 

Sheets ^1,2,3,4,5,6. 



3. 



Perfomvmce Test 
RESOURCES 



Facilitator. 
Activity Sheets. 
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TASK #19 

INFORMATION SHEET: FILING BY SUBJECT 

I. INTRODUCTION ; 

Some materials must be classified by subject instead of by name. 
These files would cover industries rather than business names 
or individual names. 

Examples of Subject Files would be "Suppliers", "Personnel". 
"Meetings", "Form Letters". 

In installing and using subject files you must be very 
careful to: 

1. Avoid choosing a heading for a subject file until you have 
organized and know the material in that file. 

2. Make the list simple to avoid confusion. 

3. Subject headings must be specific. 

4. Select nouns for your subject file headings. 

J. I. ORGANIZATION : 

1. The papers in a subject folder must be arranged by date 
with the latest date to the front. 

2. In a subject file with assorted materials, the materials 
must be filed slphabetically . 

3. When a particular subject in a file with assorted materials 
contains more than 10 papers, you should make a separate 
file for it. 

III. SUBJECT INDEX : 

In a large companies where large files are kept. A subject index 
is necessary. A subject index is an index card box which 
contains 5'' x 7" index cards. On each index card is a subject 
followed by a list of sub--headings (materials in chat subject file) . 

IV. OUT-CARDS : 

Out-Cards are used to insure that no material is lost. An out-card 
is an index card that is affixed to the subject file folder. 
When a file is taken out of the depar*"'tient , the person that 
removes it must write: The date it was removed, the date it is 
to be returned and their name. 



ERIC 




HACER INC.AIISPANIC WOMEN'S CENTER 
BILINGUAL VDCATICmL TRAINING 

TASK #19 

INFORMATION SHEET 
p. 2 

V, TRANSFILES : 

Subject files are sometimes arranged in transfer files or 
(transf iles) . 

Transfiles are made of cardboard and have to be assembled 
How to organize transfer files 
1. Plan your transfer file in advance. 

Transfer files that are only occassionally needed 

3, Date your files before arranging, 

4. Date anc label the front of the transf ile. 



194 



HACER INC ./HISPANIC WREN'S CENTEIR 
BILINGUAL VOCATIC»JAL TRAINING 



TASK #19 

INFOR!^TICW SHEET: FILING TIPS 



\JAYS TO PREVEHT MISFILIliG 

a. Make sure papers to be filed are clearly identified as to name, subject, 
and file naiiie or number. Then you won't have to read t^e whole thing when 
yoj have to refile, 

b. Label every file clearly. Type the labels, 

c. l«lake full use of color-coding. 

d. Don't overload folders. 

e. Don't pack drawers too tightly. Leave four to six inches of working and 
expansion space for better visibility and ease of working. 

f . Be sure to use a "charge-out" card whenever material is removed from the 
files. You can buy these ready made. They have space for notes about 
who has the files. 

g. Use hanging folders whenever you can to keep your filing neat and to keep 
folders from sliding down to the bottom of the drawer. 

\mZU TO lAAYX A SEP.^ATE FOLDER 

A good rule tc follow is to make a separate folder for any category that contains 
five or inore pieces of paper. Subdividing into two or more folders is really 
tin.e saving and economical. The smaller the package, the less time it takes to 
find what you need. 

ri::Dii:G lost m-\teki/.l 

Records usually become lost because they have been misfiled, or not filed at all. 
Here are some steps for locating missing papers: 

a. Look for a similar name or niui^bur in the drawer above or below the one in 
which the papers should be located. 

b. Check the folders in front of and behind the one in which the papers belong. 
Check the bottom of the file and between the folders, in case the material 
was slipped in by mistake. 

c. Has the name been confused with a similar sounding one? Or were the letters 
in the name transposed when the papers were typed? 

d. Check your own pending tray. 

e. Check the pending trays of other people who may be concerned with the matter. 

f. Search your manager's office. 

£• Have your manager check his briefcase. 

USE ENOUGH CROSS-REFREr-:CING 

When a record comes to file that covers more than one subject, the original 
should be placed urider the most important subject. A 2opy must go under the 
subject or subjects of secondary importance. Mark both the original and copy 
to indicate the cross-filing. 
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TASK #19 



TEX3INICAL TEEMS: 



CROSS-REFERENCE: 



a reference from one part of a book etc . , 
to a word, item, in another part. 



FILE POLDER: 



an outer cover, usually a folded sheet 
of li^t cardboard, for papers. 



SUBJECT FILING: 



to file by subject methcxJ or by category. 



SUBJECT lABEL: 



a label affixed on a file v*u.ch identifies 
the subject of that particular file. 



TRANSFILE: 



a cardboard file drawer (s) v^ch is usually 
used to store docutnents no longer needed 
for current reference. 
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TASK #19 

ACTIVITY SHEET #1: J.R£SL 

COMMUNICATIVE TASK: Identifying and using synonyms 

DIRECTIONS: You have two sets of files and you need to cross 
reference them. Look at the files in Column 
find information. Then tag the file in Column A 
with a cross reference mark (See ...). 

EXAMPLE : 

1. Bills See Payrrents 



COLUMN A 

1. Bills 

2» Clerical Workers " 

3. Computers 

4. Computing machine 

5. Copiers 

6. Domestic mail 

7. Duplicating machines^ 
8* Filing equipment 

9. Job opportunities 

10. Legal documents 

11. Shipping 

12. Stocks 



TAG 



See Payirents 



COLUMN B 

Calculators 

Data processors 

Employment Opportunities 

Filing supplies 

Inventory 

Legal papers 

Office workers 

Offset duplication 

Mail system 

Payments 

Photocopier 

United Parcel Service 



NAME: 



DATE: 



ERIC 
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BILINGUAL VOCATIONAL TRAINING 



TASK #19 



ACTIVITY SHEET #1: J.R.ESL 

COMMUNICATIVE TASK: Identifying and using synonyms 



DIRECTIONS! 



EXAMPLE : 
I.Bills 



You have two sets of files and you need to cross 
reference them. Look at the files in Column B, 
find information. Then tag the file in Column A 
with a cross reference mark (See ...) . 

TAG 
See Payments 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 



COLUMN A 

, Bills 
Clerical Workers 
Computers 
Computing machine 
Copiers 
Domestic mail 



TAG. 



See Payments 



See Office Wbrkers 
See Data Processors' 



See ^culators 
fee Photooopler 



See Mail System 



Duplicating machine s See Offset Duplication 



Filing equipment 
Job opportunicies 
Legal documents 
Shipping 
Stocks 



fee Filing Sipplies 

See E^loyrent 0K>3rtuni^^ 
See Le^al Papers 
See United Parcel Service 
See Inventory 



COLUMN B 

Calculators 

Data processors . 

Employment Opportunities 

Filing supplies 

Inventory 

Legal papers 

Office workers 

Offset duplication 

Mail system 

Payments 

Photocopier 

United Parcel Service 



DATE: 



ERLC 
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TASK #19 

ACTIVnY SHEET #2: J.R.ESL 



CCmmCkHTJE task: Categorize infomation utilizing proper and ooimon n^uns 

DIRECnOJS: Identify the proper nouns and ccmiDn nouns in each company naire. 

List the conpany naines vsdthout writing the activity or product 
part of the nane. 



COMPANY NAME 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
b. 
9. 
10. 



I 
I 



Ever guard Burglar Alarms 
Unique Eyewear, Inc. 
Stylecrest Fabrics, Inc. 
Kold Wave Air Conditioners 
Suburban Homes, Inc. 
Nation Security Systems 
Worth Seeing Optical , Ltd. 
WtiStSide Air Conditioning 
Urban Living, Inc. 
Holmes Protection, -Inc. 
11. ,Silk Surplus, Inc. 

Air-Temp Cooling Systems 

13. Sears Alarm Systems 

14. Mikado Realty, Corp, 

•15.: The Vision Center, Inc. 

16. City Properties, Inc. 

17. Kool Fast Ventillation Systems 

18. Rosen & Chadick Textiles 

19. Electro Security Corp. 

20. Cohen Fashion Optical 

21. Apartment World, Inc. 

22. Patterson Woolens Co. 

23. World Opticians, Inc. 

ERJC ^ME 



1. 

2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

10. _ 

11. ^ 

12. ^ 

13. _ 

14. _ 

15.1 

16. - 

17 . _ 

18. _ 

19 

20 ._ 
21. 
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22.. 
23. 



NOUNS 



Everquard 



HACUR INC ./HISPANIC WCMEN'S CENIER 
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TASK #19 

ACTIVm SHEET #2: J.R.ESL 



OO^MJNICATIVE TASK: Categorize iMornation utilizing proper and oonron nouns 
DIRECTIONS: Identify the proper nouns and conron nouns in each oonpany naiiE 
St ^th?S "^^"^ ^^^'^ the activity or product * 



OQMPANY NAME 

1. E ver guard Burglar AlariTB 

2. Unique Eyewear, Inc. 

3. Stylecrest Fabrics, Inc. 

4. Kold Wave Air Conditioners 

5. Suburban Homes, Inc. 

6. Nation Security Systems 

7. Worth Seeing Optical, Ltd. 

8. WestSide Air Conditioning 

9. Urban Living, Inc. 

10. ■ Holmes Protection, 'Inc. 

11. ^Silk Surplus, Inc. 

II. Air-Temp Cooling Systems 

13. Sears Alarm Systems 

14. Mikado Realty, Corp. 

15. - The Vision Center, Inc. 

City Properties, Inc. 



16 



17. Kool Fast Ventillation Systems 

18. Rosen & Chadick Textiles 
Electro Security Corp. 
Cohen Fashion Optical 
Apartment World, Inc. 
Patterson Woolens Co. 

23. World Opticians. Inc. 
O IE 

ERIC — 
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20. 
21. 
22. 
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NOUNS 



Everquard 



1. _ 

2. Uniqu e 

3. 



Stylecrest 



4 , V Kold Wave 



5. Suburban 

6. Nation . 



16.. 
17.. 
18. 



20. 



21 
22. 



23. 



7. Worth Seeing 



Urban 



Holmes 



Silk 



8. .VJestSide 
9. 

10. _ 

11. ^ 

12. ^ 

13. _ 

14. _ 

15. ^ 



Air -Temp 



Sears 



Mikado 



IS ion 



City 



Kool Fast 



Rcsena Chadick 



19. Electro 



Cohen 



Apartment 



Patterson 



World 
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TASK #19 



ACTIVITY SHEET #3: J.R.ESL 



COMMUNICATIVE TASK: Identify categories 

nTPPPTTHMC. ^ ^ following groips of conpanies numbered from 1 to 4, 

uiKr-<^iAuw£>. conpany does rot belong in the groip. 

1) Indicate which one does not belong to the gioip by itarkina an 
"x" next to it. 

2) Give a nane to the category of each group. 

EXAMPLE: Name of Catecpry 



Metropolitan Business Products Office Supply Oonpanie s 

X Gestetner Copying Systen© 

Keystone Office Proaucts, inc. 

Leslie Office Supply Co. 

Albright Office Equipment 



GROUP 
1. 

Stereo/ Video Warehouse, Inc. 

Grand Central Stereo Co. 

Stereo Exchange, Inc. 

Bryce Audio Video Center 

J & R Music World 



2. 

RCA Phone Systems, Inc. 

United Technologies Communications Co' 

Telephones Unlimited, Inc. 

International Business Phone Co. 

Phone City, Inc. 



National Health Insurance 

National Benefit Life Insurance Co. 
Liberty Mutual Hospitalization Coverage Inc. 
Health Insurance Plan of Greater N.Y. 
Blue Cross/Blue Shield 



4. 



ERiC 



Metropolitan Courier Systems 

Purolator Courier 

Express Mail U.S. Postal Service 

Dumor Delivery Systems 

DHL Worldwide Courier Express 



NAME 



M-1 



EATE 



HACER, INC •/HISPANIC WOMEN'S CENTER 
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TASK #19 

ACTIVITY SHEET #3 J-R.SL 
COMMUNICATIViJ TASK: Identify categories 

DIRECTIONS: In each of the following groups ^^.^^^P^^^^^ 

company is in the wrong group. Indicate which one 
does not belong to ths group by marking an X 
next to it. Then give a name to the whole group. 



EXAMPLE: 



Metropolitan Business Products 
Gestetner Copfiu<} Systems 
Keystone Office Products, Inc. 
Leslie Office Supply Co. 
Albright Office Equipment 



Na:ne of category 
Office Supply Companies 



GROUP 

Stereo/Video Warehouse, Inc. AudiO-Visual 

Grand Central Stereo Co. ^ . v 

Stereo Exchange, Inc. 
Bryce Audio Video Center 
J & R FiubxC World 



2. ^ Telephone Coxnmunications 

RCA Phone Systems, Inc. — ^ 

United Technologies CoiaiaUi.xCc.tions Co 
Telephones Unlimited, Inc. 
International Business Phone Co. 
Phone City, Inc. 



3» ti^sAlth Insurance 
National Health Insurance Heaitn xnsux 

— Z — National Benefit Life Insurance Co. 

— ^ Liberty Mutual Hospitalization Coverage Inc. 

Health Insurance Plan of Greater N.Y. 

Blue Cross/Blue Shield 



4. 



Metropolitan Courier Systems 

Purolator Courier 

Express Mail U.S. Postal Service 

Dumor Delivery Systems 

DHL Worldwide Courier Express 



rourier Services 
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TASK #19 

ACTIVITY SHEET H: J.R.ESL 

COMMUNICATIVE TASK: Determine relevant part(s) of title, Ident 

Nouns . 

DIRECTIONS: Identify the NOUN In each of the following 

business names that would be used as the 
subject heading when filing by subject. 
Place the nouns In the spaces provided. 



BUSINESS NAMES 



1. 


Acne Advertising Co. 


1. Advertising 


2. 


Small Business Association 


2. 


3. 


IBM Equipment Contract 


3 . 


4. 


Ace Equipment 


4. 


5. 


Baldor Office Suppliers 


5. 


6. 


A.B. Dick Duplicating Machines 


6. 


7. 


Royal Typewriter Repairs 


7. 


8. 


3M Calculator Company 


8. 


9. 


January-June 19 Financial Report 9. 


10. 


Baron Art Suppl ies 


10. 


11. 


Metropolitan Insurance Co. 


11. 


12. 


Black Star Shipping Co. 


12. 


13. 


Citizen Bank & Trust Co. 


13. 


14. 


New York Telephone Co. 


14. 


15. 


B&W Construction Co. 


15. 


16. 


South Western Publishing Co. 


16. 


17. 


Dow Chemical Co. 


17. 


18. 


Town and Country Limousine 


18. 


19. 


Apple Computers 


19. 



NAME 



2^ ^'^^^ 



HACER INC. /HISPANIC WOMEN'S CENTER 
BRlNe^AL VOCATIPNAI TRAINING 



TASK ns 

ACTIvny SHEET H J.R.ESL 
COMMUNICATIVE TASK: 



DIRECTIONS: 



Determine relevant parl;(s) of title, Identify 
Nouns. ■ 

Identify zhk NOUN in each of che following 
business names thac would be used ai> che 
subject heading when filing by subject. 
Place the nouns in the spaces provided. 



6. 
7. 
8. 
9. 
10. 



1. 

2. 

3. _ 

4. _ 
5. 



NOUN 
Advertiip i ri£ 
Association 



Contract 



Equipment 



Dupl i rati nq 



Typewriter 



Calculator 



BUSINESS NAMES 

1. Acme Advertising Co. 

2. Small Business Association 

3. IBM Equipment Contract 

4. Ace Equipment 

5. Baldor Office Suppliers 5. office 
A.B. Dick Duplicating Machines '6. 
Royal Typewriter Repairs 7. 
3M Calculator Company 8. 
January-June 19 Financial Report 9 . Report 
Baron Art Supplies 

11. Metropolitan Insurance Co. 

12. Black Star Shipping Co. 

13. Citizen Bank & Trust Co. 
•14. New York Telephone Co. 

15. B&W Construction Co. 

V • 

V 

16. South Western Publishing Co. 

17. Dow Chemical Co. 

18. Town and Country Limousine 

19. Apple Computers 



10. 


Supplies 


11. 


Insurance 


12. 


Shipping 


13. 


Bank 


14. 


Telephone 


15. 


Construction • 


16. 


Publifi^jna 


17. 


Chemical 


18. 


Limousine 


19. 


Computers 
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HACER, INC. /HISPANIC WOMEN'S CENTER 
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TASK #19 

ACTIVITY SHEET « 5: J.R.ESL 

COMMUNICATIVE TASK: Identify' various categories. 

DIRECTIONS Name at least 2. different categories under wnich 
you could file each of these org^ini^at xons . 

ORGANIZATION FILING CATEGORIES 

1^ jg^j Computer Typewriters 

2. blue Cross/Blue Shield 2. 

3. St. Mary*b Catholic School 3. 

4. Steven's Home Entertainment Center 4. 

6. Metropolitan Office Machines 5. 

6. Lanier Coiiiplctc Copy Systems G. 

7. Internat:? onal Conuimnications Systems 7- 

b. Autoiuuted .■Accounting Sy:^tem^, liiC. B. 

5. Aire-Linu Courier Service, Inc. 9. 

lU. /Mtec Sound Equipment Corp. 10. 

11. American Express 11. 

12. Scarsdale News Network 12. 



NAi*lE DATE 
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TASK #19 

ACTIVITY SHEET 1 5: J-R.^SL 

COMMUNICATIVE TASK: Idantify various categoricrs. 

DIRECTIONS: Name at least different categories under which 
you could file each of these organii^ations . 



FILING CATEGORIES 

1, Com puter Ty^pewriterf 

2. Insurance Blue Cross 



3 , Schools 

4 . Entertainment Recreation: 



"Office 

5. Office Machines Products 
Copying 



ORGANIZATION 

1. IBM 

2. Blue Cross/Blue Shield 

3. St. Mary's Catholic School 

4. even's Home Entertainment Center 

5. ^ropolitan Office Machines 

6. Lanier Complete Copy Systems 

7. International Coiimmnications Systems 7 . Communication 

8. Automated Accounting SytJtems, Inc. B. Accounting 

5. Aire-Lmo Courier Service^ Inc. 

10. Altec Sound Equipment Corp. 

11. Aiuerican Express 

12. Scarsdale News Network 



Catholic 



5, Machines 



9^ Courier 
Sound 

11 . Credit Cards 
12* T.V. Stations 



Reproductic 
Audio-Visu< 



Automated 

Messenger 

Audio 

Equipment 



Travel 

News 

Network 



NAi^iE 



DATE 



EKLC 



208 



HACER INC. /HISPANIC WOMEN'S CEMER 
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TASK #19 

ACTIVITY SHEnir #6: J.R.ESL 

a»MJNICATIVE TASK: Categorizing inf Donation 

DIRBCTIOJS: The following carc^Y names can be divided into general 
categories. Decicte what the general categories are; 
theri list each ccaipany nana vmder the corresponding category. 



CATEGORIES 

Seciaritr/ Opticals Textiles 

CCMPANY NAMES 

1. Everguard Burglar Alarms 

2. Unique Eyewear, Inc. 

3. Stylecrest Fabrics, Inc. 

4 . Kold Wave Air Conditioners 

5. Suburban Hones, Inc. 

6. Nation Security Systems 

7. Wbrth Seeing C^>tical, Ltd. 

8. Pvjst-Side Air Conditioning 

9. Urban Living, Inc. 

10. Holmes Protection, Inc. 

11. Silk Suj.-plus Oorpany 

12. Air-Temp Cooling Systems 

13. Sears Alarm Systems 

14. Mikado Realty Corporation 

15. Patterson Mbolens CCaipany 



Real Estate Air Conditioning 

CATEGORY 

1. ST^.mPTTV 

2. 

3. 

4. 

5. 

6. 



7. _ 

8. _ 

9. _ 

10. _ 

11 . _ 

12. _ 

13. _ 

14 . _ 
15. 



NAME 



DATE 



ERIC 
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TASK #19 

ACTIVITY SHEET #6: J.R.ESL 

OQ^MJNICATIVE TASK: Categorizing Lnfonration 

DIRECTIONS: Ihe following oorrpany naires can be divided into general 
categories. Decide what the general categories are; 
then list each oonpany nana under the corresponding category 



CATEGORIES 
Security 



Optical s Textiles 



COMPANY NAMES 

1 . Everguard Burglar Alarrns 

2. Unique Eyewear, Inc. 

3. Stylecrest Fabrics, Inc. 
Kbld Wave Air Conditioners 

5. Suburban Hones, Inc. 

6. Nation Security Systems 

7. Vtorth Seeing Optical, Ltd. 

8. West-Side Air Conditioning 

9. Urban Living, Inc. 

10. HoLnes Protection, Inc. 

11. Silk Surplus Ccxripany 

12. Air-Tenp Cooling Systems 

13. V Sears Alarm Systems 

14. Mikado Realty Corporation 

15. Patterson Woolens Conpany 



Real Estate Air Conditioning 
CATEGORY 



1. SECURITY 
2. 



OPTICAL S 



3. TEXTILES 

4. AIR CONDITIONING 

5. REAL ESTATE 

6. SECURITY 

7. OPTICALS 

8. AIR CONDITIONING 

9. REAL ESTAT E 

10. SECURITY 

11. TEXTILES 

12. AIR CONDITIONING 

13. SECURITY 



14. REAL ESTATE 

15. TEXTILES 



DATE 
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HACER INC/HISPANIC WOMEN' S CE NTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #19 

ACTIVITY SHEET //I: VOCATICmL 

DIRECTIONS: Under what subject wDuld you file the list of firiBs or 
individuals listed below? Mate your selection fron the 
"Subjects" list and write it in the spac^ provided. 

SUBJECTS 



Car Dealers 

Art Galleries 

Book Dealers-Retail 

Electronic Equipment & Supplies 

Employment Agencies 

Hotels & Motels 

Import e r s 

NAME OF FIRM OR INDIVIDUAL 



Lawyers 

Pnysicians & Surgeons 

Printers 

Real Estate 

Restaurants 

School s 

Wedding Supplies & Services 
SUBJECT FILE 



1. 


Dr. Rolando Laserie 


1. 


2. 


John's One Day Printers 


2. 


3. 


Villa's Computer Supplies 


3. 


4. 


Little House Nursery School 


4. 


5. 


El Greco Restaurant 


5. 


6. 


Bolivar Book Store 


6. 


7. 


Honest Abe Chevrolet 


7. 


8. 


All Jobs Agency 


8. 


9. 


Last Chance Motel 


9. 


10. 


Casbatii Rug Importers 


10. 


11. 


Zapata Art Sales 


11. 


12. 


Porfirio Bonifacio Egq. 


12. 


13. 


Ponce Realtors 


13. 


14. 


learful MomWedding Caterers 


14. 



Pbyr.ir-lflnr. aT;ij ,'- nrgecns 



NAME' 
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HACER INC/HISPANIC WOMEN j^S_CENTER 
BILINGUAL VOCATIONAL TRAINIKS 

TASK #19 

ACTIVITY SHEET //I: VOCATIONAL 

DIRE5CTira4S: Under what subject would you file the list of finns or 
individuals listed below? I^te your selection from the 
"Subjects'' list and write it in the spac<=» provided. 



SUBJECTS 





Car Dealers 




Lawyers 




Arc Galleries 




Paysicians & Surgeons 




Book Dealers- Re tail 




Printers 




Electronic Equipment & Supplies 




Real Estate 




Employment Agencies 




Restaurants 




Hotels & Motels 




Schools 




Impo r t e r s 








NAMF f)F FIRM OR INDIVIDUAL 




SUBJECT FILE 


1. 


Dr. Rolando Laserie 


1. 


Physicians and Surqeons 


2. 


John's One Day Printers 


2. 


Printers 


3. 


Villa's Computer Supplies 


3. 


Electronic Equipment & Supplie 


4. 


Little House Nursery School 


4. 


School s 


5. 


El Greco Restaurant 


5. 


Restaurants 


6. 


Bolivar Book Store 


6. 


BooV Dpalftrs Retail 


7. 


Honest Abe Chevrolet 


7. 




8. 


All Jobs Agency 


8. 


Emplovment Aqencies 


9. 


Last Chance Motel 


9. 


Hotels and Motels 


10. 


Casbath Rug Importers 


10. 


Importers 


11. 


Zapata Art Sales 


11. 


Art Galleries 


12. 


Porfirlo Bonifacio Esq. 


12. 


LQwycrG 


13. 


Ponce Realtors 


13c 


Real Estate 


14. 


Tearful MomWedding Caterers 


14. 


Wedding Supplies and Services 



ERIC 



NAME' 
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HACER INC./HISPANIC MOMENTS CENTER 
BILINGUAL VOCATIONAL TRAINING 

TASK #19 

ACnVTTY SHEET #2: VDCATIC»IAL 

DIRECTIONS: Arrange the following list of files in alphabetical order and 
then write each file naire in its correct subject file. 



National Bank of Miami, Florida 
Reliable Stores 
Ci t ibank 

Bonwit Teller Fashions 

Blanca Moreira (Enployee) 

IBM Internat ional Bus iness Machines 

National Bank of Miami, Ohio 

Fashion Design Outlet 

Pat hm ark Supermarkets 

Apple Computer 

Banco Federal de Puerto Rico 

Alexander's 

Jose Pagan,. Cashier 

Hewlett Packard Business Machines 
Rome Associated Supermarket 



Walton Department Stores 
George Anderson (Eiriployec) 
The Da i ly News 
The New York Times 
Popular Shirt Co. 
East Lansing Savings Bank 
The New York Post . 
Mark Knoppler, Accountant 
El Diario La Prensa 
Silvia Rivera, Secretary 
Alice Sigmund, Receptionist 
Del ta Computers 

Banco Nacional de Castro Viejc 
Rome Savings Bank, New York 

Hitech Computer Co, 



SUBJECT FILES 



BANKS 



Nat'l Bank of Miami, Fla 
CITIBANK 

Nat'l Bank of Miami, OH 
Banco Fed. de F,R, 
East Lansing Savings 
Banco Nac. de Castrovie|j 
Rnmr f^flvingR Rank, NY 



COMPUTERS 





ERLC 




HACER INC ./HISPANIC WOMEN'S CEWIER 
BILINGUAL VOCATICWAL TRAINING 

TASK #19 

ACTIVITY SHEET #2: VDCATICmL 

DIRECTIONS: Arrange the following list of files in cJphabetical order and 
then write each file name in its correct subject file. 



FILES 

National Bank of Miami, Florida 

Rel iable Scores 

Citibank 

Bonwit Teller Fashions 

Blanc a Moreira (Employee) 

IBM International Business Machines 

National Bank of Miami, Ohio 

Fashion Design Outlet 

Pathmark Supermarkets 

Apple Computer 

Banco Federal de Puerto Rico 

Alexander's 

Jose Pagan, Cashier 

Hewlett Packard Business Machines 
Rome Associated Supermarket 



Walton Department Scores 
George Anderson (Employee) 
The Daily News 
The New York Times 
Popular Shirt Co . 
East Lansing Savings Bank 
The New York Post . 
Mark Knoppler, Accountant 
El Diar io La Prensa 
Silvia Rivera, Secretary 
Alice Sigmund, Receptionist 
Delta Compu t e r s 

Banco Nacional de Castro Viejc 
Rome Savings Bank, New York 

Hitech Computer Co. 



SUBJECT FILES 



BANKS 



NAT'L Bank of Miami Fit 
CITIBANK 

NAT'L Bank of Miami OH 
Banco Fed. de P.R. 
East Lansing Savings 
Banco Nac. de Castrovi^j 
R o m e Savings BaukyWY 



COMPUTERS 



IBM IntU Bus. Mach. 
T^PLE Computer 
Hewlett Packard Bus. Mac: 
Delta Computers 
Hitech Computers 



EMPLOYEES 



Blance Moreira 
Jose Pagan 
Mark Knoppler 
Silvia Rivera 
Alice Sigmund 



ASHION 



Bonwit ^Teller Fashions 
Fashion Design Outlet 
Alexander's 
Popular Sheet Co. 



ERIC 



NAME 



(FOOD 



Pathmark Supermarkets 
Rome Associated 



Supermarkctt 



NEWSPAPERS 



The Daily News 

The N.Y. Times 
The N.Y.' Post 
El Diario-La Prensa 



DETAIL OUTLETS 



1 

Reliable Stores [ 
Walton Department Stores 
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TASK #19 

A CTIVITY SHEET #3: VOCATIONAL 

DIRECTIONS: One of the five classes of enploynant, lettered (A) to (E), 
nay be applied to each of the individuals listed below. 
Choose as your answer the capital letter of tha class in 
vghich that nams may best be placed* 

CLASS OF WORK 

(A) Clerical (B) Educaiiooal 

(C) Investigational (D) Mcchiinical 
(E) Art 



NAME AND OCCUPATION 



1. John M. Devine 




Stenographer 


2. G. D. Wahl 




Lawyer 


3. HanyB. AUen 




Typewriter Repairman 


4. M.C. Walton 




Elevator Opetator 


S. Lewis E. Reigner 




Typist 


6. John G. Cook 




Electrician 


7. H. B. AUen 




Reporter 


1. Walter E. Jenkins 


- 


Doctor 


9. aifford H. Wrenn 




Telephone Operator 


to. H. A. Schwartz 


._ 


Plumber 


11. Harry Gtubcr 




Locksmith 


12. Ely Fairbanks 




Sculptor 


13. Abraham Hohing 




Radio Repairnun 


14. Samuel Tapft 




Laundry Driver 


IS. WUIiam M. Murray 


. 


Advertising Layout Man 


16. Hyman E. Oral 




Motion Picture Operator 


i7. L. A. Kurtz 





Director of a Nursery School 


18. Richard H. Hunter 




Painter of Miniatures 


19. Uwis R Kosch 




Radio Announcer 


20. Marion L. Young 




Assistant Director of a University Eat. Program 


21. Karl W. Htsgen 




Printer 


22. E. T. WUIiams 




Varitypc Operator 


23. H. B. Enderton 




Mimeograph Operator 


24. Robert F. Hallock 




Proofreader 


25. Joseph L. Hardin 




Detective 


26. E. B. Gjelsteen 




Social Worker 


27. Carter B. Magruder 




Coppersmith 


28. Wilber R. Pierce 




Flutist 


29. Russell G. Smith 




Carpenter 


30. WUber S. Nye 




Singer 


31. David Larr 




Instructor in Parbering 


32. Oliver M. Battoo 




Band Leader 


33. E. Oliver Pamly 




Copyholder 


34. C. Panil Summerall 




Blacksmith 


35. Louis Friederedorfl 




Chemical Research Worker 


36. Daniel E. Healy 




Dir. of Worker's Education in an Industrial union 


37. Howard Kessinger 




Player of Tympani 


38. John B. Horton 




Cataloguer 


39 Frank S. Kirkpatrick 




Supervisor of a filing system 


40. William H. Bertsch 
» 




Oil Burner Installer 
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BILINGUAL VOCATIONAL- TRAINING 



TASK #19 

ACTIVITY SHEET #3: VOCATIONAL 

DIRECTIONS: One of the five classes of enploynBnt, lettered (A) to (E) , 
ney be applied to each of the individuals listed below. 
Choose as your answer the capital letter jf the class in 
vAiich that name nay best be placed. 

CLASS OF WOkK 

(A) Clerical (B) Educaiiou*! 

(C) Invcsiigaiional (Dj Mfchi^mcal 
(E) Art 



1. John M. Devioc 

2. C. D. Wahl 

3. Hany B. >Ucn 

4. M.C Walton 

5. Lewis E. Rcigncr 

6. John C. Cook 

7. H. B. Allen 

8. Walter E. Jenkini 

9. Clifford H. Wrenn 

10. H. A. Schwiiru 

11. Harry Gniber 

12. By Fairbanks 
n. Abraham Hohing 

14. Samuel Tapft 

15. WUIiam M. Murray 

16. Hyman E. Oral 

17. L. A. Kuru 

18. Richard H. Hunter 

19. L<wis F. Kosch 

20. Marion L. Young 

21. Karl W. Hisgen 

22. E. T.Williams 

23. H. B. Endenon 

24. Robert F. Hallock 

25. Joseph L. Hardin 

26. E. B. Cjelsteen 

27. Carter B. Magruder 

28. Wilber R. Pierce 

29. Russell C. Smith 

30. Wilber S. Nye 

31. David Larr 

32. Oliver M. Banoo 

33. £. Oliver Parmly 

34. C. Parol SummcraU 

35. Louis Friedersdorfl 

36. Daniel £. Kcaly 

37. Howard Kessinger 

38. John B. Horton 

39. Frank S. Kirkpairick 
40 William H. Bertsch 



NAMC AND OCCUfATlON 

Stenographer 
Lawyer 

Typcwriccr Kcpairmaa 
l^Uevaior Opcuior 
Typiit 
ElectriciAn 
Reporter 
Doctor 

Telephone Operator 
Plumber 
Locksmith 
Sculptor 

Radio Repuirm^n 
Laundry Driver 
Advertising Layout M^n 
Motion Picture Operator 
Director of a Nursery School 
■ Painter of Miniatures 

— Radio Announcer 
Assistant Director of a Univei^ity Ext. Prognam 

-Ji- Printer 
" A Variiypc Operator 

Mimeograph Operator 
-JS — Proofreader 

— Detective 
Social Worker 

-S— Coppersmich 
Flutist 
Carpenter 

— Singer 
Instructor in B4rbcniig 

— Band Leader 
^ Copyholder 

^ Blacksmith 

C'licmical Rciicafch Worker 
Dir. of Worker's Education in an InduNiri;J unioii 
■ Player of Tympani 

— Caiali>gucf 

Supcrvi>or of a Tiling system 
Oil Burner Installer 
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HACER INC./HISPANIC WOMEN'S CEWIER 
BILINGUAL VDCATKmL TRAINING 



TASK #19 

ACriVITy SHEET #4 : VDCATIOJAL 

DIRECTIONS: From the iterrs (a) through (d) ijnder each subject heading, 
mark an ''x" next to the item that does not belong under 
that subject heading. 



Subject Heading 

I. Accounting 

_ a. Accounts Payable 

_ b. Payroll 

_ c. Bank statements 

_ d. Newsletter 

II. Budgets 

_ a. Salaries 

_ b. Publicity photos 

_ c. Fiscal year e^q^enses 

_ d. Office sipplies 

III. Taxes 

_ a. Federal 

_b. State 

_ c. Insurance 

_ d. Local 

IV. Contracts 

_ a . Equipment rental 

_ b. Rental lease 

_ c . Inventory 

d. Labor agreement 



NAME 
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HACER INC ./HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK #19 

ACTIVITY SHEET #4: VOCATIONAL - 

DIRECTIONS: From t±ie items (a) through (d) under each subject heading , 
mark an "x" next to the item that does not belong under 
that subject heading. 



Subject Heading 
I. Accounting 

a . Accounts Payciblc 

b. Payroll 

c. Bank statements 

X d . Newsletter 



II. Budgets 
d , Salaries 



_x b. Publicity photos 

c. Fiscal year expenses 



d. Office supplies 



III. Taxes 
a . Federal 



b. State 

c. Insurance 

d. local 



IV. Contracts 

a . Equipment rental 

b. Rental lease 

X c ' ^ventory 
d *jabor agreement 



lERLC 



NAME 
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HACER INC. / HISPANIC WOMEN'S CENTER 
BILINGU.\L VOCATIONAL TRAINING 



TASK # 19 

OPERATION SHEET: FILE BY SUBJECT 



I. MATERIALS 

. a. 20 documents 
b. File cabinet 



II. PROCEDURE 

1. Obtain 20 documents. 

2. Arrange documents by subject according to the indexing order. 

3. Take the du unents tc the file cabinet. 

4- Open the cabinet and use the file headings to locate the 
appropriate subject file to place the document. 

5. Make sure ycu are filing the correct document in the file. 
(A file that is misfiled is lost) 

6. Each document must be placed in the correct order in the files. 
Read the date on the document, place the docunients in their 
files according to the date on the document, (example: Place 

a document dated June 5, after a document dated June 4 in a file. 



ERIC 
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HACER INC./ HISPANIC WOMEN'S CENTER 
BILINGUAL VOCATIONAL TRAINING 



TASK # 19 
JOB SHEET 
PRACTICE 

DIRECTIONS: The facilitator will give you 20 do cuments to riie. 

File the documents by subject in the cabinet the 
facilitator will show you. 

I. KATERI/iS 

a. 20 documents 

b. File cabinet 

II. PROCEDURE 



1. Obtain 20 docjments. 

2. Arrange the documents by subject according to the indexing order, 

3. Take the documents to the file cabinet. 

4. Open the cabinet and use the file headings to locate the 
appropriate subject file to place the document. 

5. Make sure you are filing the correct docum ^t in the file. 
(A file that is misfiled is lost) 

6. Each document must be placed in the correct order in the files, 
Read the date on the document, place the docun'ients in their 
files according to chs date on the document, (example: Place 

a document dated June 5, after a document dated June 4, in a file. 
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BILINGUAL VOCATIONAL TRAINING 

TASK # 19 
JOB SHEET 
EVALUATION 

DIRECTIONS: The facilitator will give you 20 documents to file. 

File the documeiits by subject in the cabinet the 
facilitator will show you. 



I. MATERIALS 

a. 20 documents 

b. File cabinet 



II. PROCEDURE 

1. Obtain 20 documents. 

2. Arrangs the docurents by subject according to the indexing order. 

3. Take the documents to the file cabinet. 

A. Open the cabinet and use the file headings to locate the 
appropriate subject file to place the document. 

5. Make sure ycu are filing the correct document in the file. 
(A file that is misfiled is lost) 

6. Each document must be placed in the correct order in the files. 
Read the date on the document, place the docuaients in their 
files according to the date on the document, (example: Place 

a document dated June 5, after a document dated June 4, in a file. 
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HACER INC ./Hispanic vocn's center 

BILINGUAL VOCATIONAL TRAINING 



TASK #19 
AITJOiMENT 

STEPS AND TECHNICAL KNOWLEDGE 

1. Obtain 20 dociiments. 

2. Arrange the documents by subject according to the indexing order 

3. Take the documents to the file cabinet. 

4. Open the cabinet and use the file headings to locate the 
appropriate subject file to place the document. 

5. Make sure ycu are filing the correct document in the file 
(A file that is misfiled is lost) 

6. Each document must be placed in the correct order in the files. 
Read the date on the document, place the docuirients in their 
tiles according to the date on the document, (example: Place 

a document dated June 5, after a document dated June 4 in a file 
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HACER INC. /HISPANIC WOMEN'S CENTER 
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TASK #19 



PERFORMANCE TEST 


TASK: FILE BY SUBJECT 


Directions : Demcnstrate mastery of filing by subject by doing the 
following : 


This test evaluates your ability to : File by subject,. Given 20 
documents, file them by. subject with 100% accuracy. 


No 


Your performance v;ill be evaluated using the items 
below. All must be "YES" 


YES 


MO 


1. 


Were the documents arranged by subject according to 
the indexing order ? 






2. 


Were the dociments placed in the correct files ? 






3. 


Were the dociments placed in the correct order by date 
in each file ? 






4. 








5. 








6. 








7. 








8. 








9. 








10. 









Trainee 


Date 


Attemntc 

^ 


Instructor's Signature 













221 



